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Jiv. - , This han>dbook was vritten to provide inforaation, 
.^^bpisf icleas, and procedures usefai to experidnped and novice 
-^rost^e^ olf Pennsylvania's public libraries. To^cs discussed 
I.McfSde'2 levels of public library service in Pennsfl^ania; 
---^.espdnsibiilities of trustees;^overnance and policy aaking; state 
,':sta^dards; human relations and .affiraative action; cooperative 

;p»rograas; funding and sources of revenae; aad how to develop a^* 
. ilttdget. J. a vocabulary list o^ comaon terms for libra rianship, subject 

ijilex, and a aap of , Pennsylvania shoving district library centers are 

i:iicittded.- (Author/JPF) 



* , Docu^aents acquired by ERIC include sany inforsal unpublished * 
^ aaterials not available f roa other sources. ERIC aakes every effort * 

* to obtain the best copy available., Noverth^less, items of aarginal * 
« reoroducibility are often encounterei and this affects the guality « 

of" the Bicrofiche and hardcopy rfeproiuctions ERIC aakes available * 

* via the ERIC Docuaent Heproduction'^ervice (EDES).,EDRS is not * 

* responsible for the guality of the original docuaent. Reproductions * 

* supplies by EDRS are the best that can be aade froa the original. ' *. 
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Penhsi^v^ia Library ASsopiatfon is committed t©fielping 
ifeliarte^ .to enjoy their responsibilities while becblmlng; more. 
|§C$i?8ft^llll all^^l^^^^^ of working tov%(ard more visibility for their njjrariies,* 

^E*1'",M§^bM'^^^ committee of ttust§es and iii>i:arians vvorl^ing in 

ICS^|!^9lfftCifM[^^ tools, ideas and procedures useful to experienced and 

a^^i-- ^ ^± _^ ' 




^g|v4rrtt^^e^^^^^ enthusiasm. • 
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ives of This Handbook: 
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•to heighten the awareness of lil^rary trustees to the importance of the = | 
library board' in the success and services of the IpcSl library. ' * ^ , -^-^^ 

to encDul-age trustees to become more expert in their respQhsibilities. 

to suggest useful<^ practices 'and to share siidcessful and desirable . 
methods of representing the qorrimunity through the library board. 

t'o'provide an up-to-date and reasonably comprehensive source of legal 
'and general information for-pfactjcirig and potential trustees. ' ' 



to supply material as backgrpund for discussion and decision-making 
by local boards. . ' , . 
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i^^- lllif^MT'''^ ^ ^ library t7ust€«3 isto repre^nftt^eo^^ wtllch 

;^|u(§s|S^cces|^^^ representing the total upmrniinity fe^gi^t^^^^^ 




^f^ertness of tHe 
wi<S|rpartjcipatjdr* 



n be Vfslbie in thecomrnuriity- 

pr^4tl^ig|j|B^^^ publicity on dijcisipns and- 

^Ji:a8p/it|e^p^fS9n^^^ 

" " ' 'i|^|Sa|d'l^^^^ and opportunities for participation 



r- ■ 



t|!^H|i|, l^j^^ coiiefetloh Mnd 6yente;;b^ 

;^pf n^l^di^p^ and suggest services for^ 

1^:* '^jr^djjit^^^ when their ne^djs 

^t;^ \are?rfcw|ng ^uch committees 'fap^t^ie 

^ tftlnk^^^^ of the cbmrounity. resultlPjg in 

" ilfliieyr !(h6^^ (and use) of the iflbi-^ry and 
<io^mm.uni]^ as an asset. 

■ iSujcbessfiil. Ulrary boards share their problems with 
4b§=0drnmuni^^^^ is tight, the community 

.canj|ielp to de^W hoWtO.use It and how to work'for a 
bfetter rmpnetary.' base. .When there ISL.need for ^ 
building-, the. c®mmunsty sits In on the-plannlng.and 
■ vyilt pitch into secure financing. When new programs 
*'|rf l^lri^, weighed, conyntinity groups will help to 
delermlnid which ideas have the best chance to 
suGC&ed and will be 'the first to know and use the npw 
services; , - - 

„• public parti is desirpible at every turn so that 

tije jibrary board hasaccess to many opinions and the 
best idf as available. The two-way *low of information 
inak^s tho library essentia! to the community because, 
it offers w'hatlhe community wants and neec^s. 



• *Ai*yquffr 

you helbrig |d|i6id^^ of 
use a.qu^tipnnal^^^ 

• /fefethe ed^^ focal prcss 
49 meal >w!th thi board;^^^^^ 

• C^rr^.p^^ about the 
--^library:! s^^^ you and 

• Ptece suggestion boxes in public 
places for waltar^-in-llne to Use 

^ to '^taik to the librafy." 

• Be m the lookout ifor a profes- 
sibnaj-polj-taker or questionnaire- 
deviser who would volunteer to 
design-surveys. 
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inhorponitdh cf the library: U it was not est.aU!lhGd by a munlcipaMty, tho 
library ;shoufd bo Incorporated as a nonprofit corporation to msuro 
continuity of the institution* to enable 1^ to receive tax exempt status of the 
U,S. irHprnaf Beveaue, Service, to encourage the dortatiop of gifts, and to 
limit ^he liiibllity of individual board mombets. Under Act 2?1 of November 
15« 11^72, for fl fee of $75.00. a Charter of incorporation must be filed with 
the ^onnsytyania Department of State. Employment of a lawyertodrawup 
and file the pHpm Is advh^le. 



NEED TO KNOW 



Coli@ct:^ 

« 'Census figures that tell you 
economic levels, family ^fze, 
ethnic backfgrounds/ ages, 
education, occupations, 

• Names of persons vyhp wori^ with 
the community in direct service 
(Jteacfiers, clergy, politicians^, 
social service workers), 

» Names of organizations - school, 
community, business and others 
givirtg service, watchdogging and 
wanting to help. 

» Ideas you hear expressed, 
problems raised* issues 
developing - for relay to the 
library> * , 
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j^anyrp^qtfe are involvpd In creating, marntalning and improving library 

PBhnsllvi^nia.^ • . , ' « . V ^ u - • 

,« V j^^^^ iheSteneral Assembly provided tlTelegal framework and alters and amends t.he laws 
-5-^ . as neeSed It also appropriates thfe funds for the operation of the State Library, state 
' "''.'^on^ylor district library centers and the regional resource centers and stfite aid money 
iror?locariibran^^ . ' . » ' • ■ \ • j' 

The:State Library, a part of the Department of Education, has these purposes stated 

in stai^^ r^aulations: ' > ' 



.4' 



' to provide information and foster continuing education by: 

. 4),<rT)aking-^vailable all libi-ary materials of the State Library for ufee by llbrai'les, " 
. iig^iicies of^te • " . 

'^I&vr^l*iatihgi " 
* 3) providlrig advice and counsel to local libraries, distdct library centersand regional 
, ' rjBsilirce centers^municipalitles and groups on the developrneht arid improvement of . 

library sisrvice; and ' . - . ; *• . . ^ . • 

- 4) inspecting'local libraries, district library centers and regional resource centers. 

Actually the State Library does much more. It provides a prof^^ssional staff for 
consultant services: it holds workshbps!'and other, meetings to assjst Hbrarlans and 
trustees: it-makes and '•emakes a state plan for the progress qf libraries; it encourages 
leadership and serve-s as.a resource for all types of libraries and the librarians, lay 
persons and 'trustees working for good library services. . • • ' . - 

The State Library ha^ three buteaiJs: ihe general library, the law library and library^ 
development. It serves as one ofthe four regional resource centers; is a beehive for 
' ikerlibrary loan activity and has a number of legal responsibilities to make rules and 
standards. - . - c \ i 

Municipalities (county, borough., city, town. fownship.or school distfict) establish 
and maintain llbraries..funding them from local money. Municipal officials mayjeyy a 
' special'tax for libraries of three millSpon the dollar or make funds available from other- 
: municipal revenue. They may also Issue^onds fo^ building, either by referendum or on 
their own initiativp. Municipalities appoint the trustees-of the local i.branes. 

TRUSTEES, then, have the prime responsibility for the good health of their lioranes. 
making most of the policy decisions and representing the community. . 
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=;S6n\eljbrarfe^ 

' Which they were pr^ani^ed, M6sl are "ass^ 
riO!flgjri|j)y created by groups 6f intpre^ted , ©ttiaehs, MM.nl$!p.aiiit.le^ 
, apiDtoprfetrrigsf^ libraries namp some rnernbers.dfihe bdatd 

lilBHARY G^^ Sec. 411 i btherwisertbf bpaffis, h 

OF PUBLIC LlBf^ARY SE 
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, , Thepfesent program <)f providing public library service in Pehnsyjvama had ita.origih 
; in a study" d In ,1958. thatstudy, LIBRARV SERVrCE IN 

PENl^SYLViANIA; PRESENT AND PROPdSiD, >pommohjV rlefdfmd to as the '^M 
. Pfaii/' rnade a number of recommenclations which becaiTi© part; of THE MBRARY . 
' OjODE adopted in 1961 The -Code provides Vor these levels of^^iibHc library service: • 

^7 1. The Local Library » ^ 1 ' ^' ' ' ' " 

The local community public library ha^^ the, responsit^Hty for providing a basic 
qdjl^ion of currently useful educational, inforiMiohaf^ and. recreaXional 
•nm^lals, Including books, pamphlets, magazir^s, newspapers, recordings, 
pictures, films, microfilms, video forms, etc. Quantity and quality, of materials- 
vary witl! the size of the community and the amount of money it invests in library, 
service. The library also provides a variety of services to* the jiebple of the 
commqn^y such as reference, children's pro^Viams, proems for QiderPennsy^^ 
yaoians and services to the unserved and the^underservei the J5cal library > 
provides the services rho^t needed* and requested by" the members of the '' 

J; comrnunity. When other materfals are neected, the local llbraryjofrows them 
through the district library center. When-a^lst^nce and advlc^"ar|0 needed \6 
plan ifpr and Initiate sen/jces, the local library may call upon t^e district library 
center. \ '■. • . " ' .' ' 1 "> 
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2. ThQ (district Library Center . . ^ , /• , 

District library centers are located in the major marketing areas of the Common- 
wealth. The district' center Is first a local library serving the peoole of.lts com- 
. munlty and second a'source of assistance to the citizens and Ipcal libraries within 
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lts.d{str1ct..Resburces of a dlstri Hbn^center gQ^pr\6Ai]^fOfw^en^y 
-^a^lHor eveVy library. A reisei^e df>mte^^ 
16 fniti.film&ls always avalla%4pt^ 

9ttjer;iibrarifes in the distfl(^aleriais are.ssrit to tHe|pM])toHa»Vr 
v fnayM^^^^^^^ ' V 

Advisory assis*ance is provide?f;by^th> 'diStrictfeC^^^^^ to ll^farian^^^ 
municipai officials; intereite^ citizens and trustees \Afltrtiri:the dlst^^ 
p^liipdlcilsitts, district mTeetirfgs ahd worfelidps: If the dlstHct'^er^^ 
-^-^-^^jriatdrlaiiis hot Efficient td/hieet a speclalizedrrieed, a r^ii^t ts#n|^ 1*? a 
re^ionstl resouiTse* center or to other libraries^ holding the needi^ ffwrterlal: ■ 

a-tl|e^egk)nal R^purce Q^^ 

, There are foDY. regional resource center llbrarleajh Pennsyl^hla, TN? C^ni^fe 
*■ Library, of PriMauirgh. the Free Library of^Phlladelghia, ;the lib ol Pmim^ 
, ' ^' varil^ Stjiite Uriivfersi^ ,d the ^tatellL -ary {iocludinglft^ tawjJbrtf^ Buj^^ 
In BarH^faljrgcorhijrl^^.avas^ - 

' pfrpersons irt PdrmsylVahia. Material^ are sf nt c^nte« v% d«H«rif 

••/services 6r may be used it the ^ .: 

The Bureau of Library Development of thr state liibrafy proVide^ backHip aii^ 
serytees to the district ceriters by. assigning a staff member to a specif led g»p«p of; . 
districlcehters. \ • ) . , ' . 

. . There are also various consortia and cooperativesprovidjhgan Intermediate level of 
service (see pag4 41). • - . . ' / ^ ' ■ 



WHY LIBRARY TRUSTEES? ^ 

^ ^' ^ V 

lo the American trat^ition df .direct public participation in government, the 
Commonwealth of Pennsylvania has: provided fqr governing public libraries through 
me;mbers. of the community operating as a board of directors or trustees. ^ f ^ ' 

The word director is used" in the law, which gives "cbfJiror' bf the localjibrary to a^ 
board of library directors' The more popular use of the word trustee Implie^a trust - lo 
individuals' to perform exemplary service, lij the appointment process to bring 
■ representation to the people and to the board as a unit to carr^utlegal responsibilities 

"cbrmctiy; •* • - . L ui* 

Library- trustees are also advocates and exponents - leaders In developing the ability 

oflheir librarie^to sen/e the public responslvely, responsibly and creatively. 
Libraries as public institutions needlhe pipellneto. the public thaftrustees provide. 

Trustees from the community safeguard and enhance the public's interest m having full 

value from the funds^uppHed to |he institut(on.- 
Llbrary trustees thus represent the public's interest In achlevirfgi a good service. 
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If 1^ to represent tie c^mamty fromw^^^ 



<e- ^' 



*:^!*^pi:S|>i^fieC«n^^ groufjls and <Ofi^ 



^;!r/:^|§fi|^mTi-^ In Jhecpipmunityr. ; 

^'"^'^'^-''^^^^M^'^p^ #e€itlhg|, p'ubilciity on decisions and < 
. , ,;^H^yiif iilf publjcf relsijidns 

h ^l^iSpafdr^frnbersand opportunities fbi'participatlbn 

f4;: Variebb^Jn^ ^ Siibii •committeeiS; tap the, 

|€!; ;^feit^^^^^^^^ us^) of the (tBrarV and 

5,^^?pJ|nlty,;^^^^ m asset; 'K. 

;:§Uccfesifijlll}braiy boards share^theirprpblems with " 
tt^(^:^(oif!fnUn(ty?i,W^^ 
|; \ . :fah{he!p;%dfed^ tu.use itand how.to work for.r 
•■ blotter fnpHe^^^^ W|ien~there is need for a., 
^bWH^irtg, tha^^ sit$ lii ori the ^ianfUng and 

.f^llirpitc|i:in tosecure financing. When-ne\v programs 
m^m0''f44^[\Q6i community groups will h^lp to 
^determine which ideas hav^ the be?t chance to 
sdcceed and will be thie first to know and use the new 
:• ..seMces. _ ., ' 

. 3R§|ifi(i;p|rt(cip is desirable at every turn so that 
tfieflbtar^lgard'ha access to many opinions and the 
; |bisgd|Js%^aila^ble. the two-way flow qf information 
' (fiia|^§f|ie^^ essential to the com hi unity because 
, Itpffefs-yi/h^^^^ cornmunity wants and heeds. 



liEAsuRviydR 

,^*;^yqur^{^ think 

you belong jtb tibW^^ d||5uss}an or 
use i^qUiBi^ti^^^^ rpwiting 

to^meetWIfh.t^^ 

; I'to'^^llch^^^^ 

9af^;prcH^ «tb<?Mt the 

ifbral^^^^^ yoii and 

Pl^ suggest (6^^^ In public 
places fof Waiter3-iH-Hne to use 

^q^f^alk ^p4he,|}^ , , , s 

• Be oa ^his^jdokotit iqr a profes- 

,§!dnaj,poj]i:^^^ 

deVlser^^^ would volunteer to 
suryeys* . 



fncd,^r«t)6h of tHe library: If It was not dstebllshmi by avmunictf^tity, the 
li^ssyv^uldrtoJfWOfpomted.aA 4^ nonprofit corporation to Insuro 
continuity of.the lrislituUbn, to «nabfd It to recelvf^ tax exempt status of the ^ 
U^; InteffiW Reirtrpue Service, to encourage the donation ofglfte, and to 
limit the liability of Indh^lUual board memtwa. Under Act 27t ofWo>^mber 
is; 1S72,7or a fed of $75.00. a chartof of Incorporation must be Hlod with 
tt^e f^nnsylvdinia Department of State. Employment of a lawyer to draw up 
iftd/lfe the paper* Is advisable. ■ \ 



NEED TO KNOW 
Collect: ^ • 

» Gensuy figures that tell you 
economic levejs, family size, 
ethnic backgrounds, ages. 
- education, bccufJatb 

• Names off per^ns whp ^fork \^ith 
the cornngunity In direct service 
(teachers, clergy/ politicians, 
sqciai seivice Workers). 

• Names 6i organizations - school, 
co/Tjmunlty,;buisln0§aand.others 
gjylng.service, Watchdogglng and 
'Wanting to help. 

> Ideas you hear expressed 
.problems raised*^ issues 

developing • for relay to the 

library. ' 
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ttiiii^iisPQN^IBLE FOR P\MAO ■ 

, , M|iny^p|ople are involved In creating, maintaining , and iniprovingMibrary service In ^ 

Ji-Tbt'^eneralAssenibly provided the legal framework and alters and amends the laws 
as rteeded; It aiso appVoprlates the.funds for the operation of the S,tate: Library, state 

• moriey for^^distri^st library centers and the reglpnalresQurce centers andistate a^d money 
' ^forlocal-iibrarles; . ' - ' .j 

The State Library, a part of t^e pepartmeht of Education, has these purposes stated 
in stateVeiulatlonsi .• ^- ° • ' . . 

/^Q^prpyide informatton and foste^^ , ' 

\^ \)^;akirigavailableaiil- library .materials |^ihe^fate-Libr^ry for use by libi-acies.; 
"^ageg^les of state and local government an ;^ ' . • • 

ajvtdbrdinatihg astatev*'^^^^^ ' ' , . 

ahpVovidino advi'ce and counselto local Iibraries,d1ltrict library centers and re^lqnal 
■:re3Qurce centers, municipalities and groups on^the development and improvement of. 
library service; and . • ' . >• • .. 

4^ inspectirtS local iibrari6s. .^strict lib'rafy centers and regional resource centers. 

Xcluatly, the "State Library does much m'ork It .provides a professibrial st^ff.for 
consultant services; it holds workshops, and other meetings to asj.lst librarians and 
trustees; it makesand remake^ astatg plan for the progress of libraries; it'encourage5 
leadership and serves as a resource for all types of libra'ries and the libranans; l^y 
^ i/erbons and trustees working for good libraryl services.. 

■ ThW State Library has three bure^usr the general library, the lavy library^ and library . 

• development: It serves as one of the four regipnal resource centers; is a beehive for 
^terllbrary loan activity and has a number of legal responsibilities to make rules and 
sl^ards, . .;^>. ' ; ■• - ; , 

• Munlcfifcalities (county. bQfougli. city, town.^ownshlp or school district) establish 
and maiptain 1lbrarlfes.,funding them from local money. Municipal off cl?l8 may le\^ a 
becial tax for Ijbrarfes of three mills on th^e dollar or,maK& funds available f rom^other 
municipal revenue, Thev, may also issue boiids for building, either by referendtim or on- 
thelr own inkiative. Municipalities appoint the trustees of the local libraries. 

TRUSTEES, then, have the prime responsibili^i^ for the goob health of 'eir librarias,^ 
makin^fmo^t of the policy decisions and Representing thfe community. . ^ 
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, kepi^rifdi^)^ about tfre library's pK>^reli;;pr6gfami|i^^^^^ 
- ^|^sfe€^^illflpd4Hat>eiau|6^^ ther 
I :aiip«rfF*ipd, k^^^^ that eleft^pfficjaJs^ 

*:\tto make ttieln 
t C X' /. ^<»h translate thai 

("^^ V," ^ !'|^pTE; Some li^rjari%s established prU)r^p1#i board str?jQtyre 

# V \ / Juridef ',w^^^^ vyere prganlzi^di. Most are "asspclatloh*' ijb 

r!^ ^ k 9«Jf9fesny^ lireated by^^grpUps pf ' (riterestecl^ ditizens. .Mujjl^pal(j^>s^^ 
J. , 1 . , appfoiFTfjatlhgiuh for these Hbraries name some members^of thejioatd 
? ' • /rtl^PBRABY Sec. 411). pther\vise/the boards h8^^^^ 



jll^l^ OF Py BUD LIBi=M^Rf SERVICE 



, , ^ tliie present program of providing public Hbrary service 

in a study cSirected fey Lowell A. Martin in 1958. That study, LIBRARY , SERVICE I W. 
, P"Ef^lNSYLVANI.«^^ commonly referred to as the "lyiart^^^^ 

pjah," made a nufnber of recommendations which tjecame part of tHE LIBRARV 
. ^ vQpDE adoptel^ iJi iSGri . The Cqde provides for these levels of public library serVlde: 



liThe Local Library^ ' - ?4 . 

The logal community public library has the responslBiJityJpr providing a'basic 
collection of currently useful educational, informational and recreatipnal 
materials, including books, pamphlets, magazines, newspapers, recdrdings, 
pictures, films, rfticrofilms, video forms,, eta Quantity dnd quality of malterials 
vary wUh the size of the community apd the anipunt of moriey It invests In library 
service. The library also provides a variety of services to the people of the 
community such as reference, cWldren's prograrfis, programs for older Pennsyl- 

. yahians'and services to the. unserved and Mnderseryed. The lofial; library 
provides the, services most needed and requested by [the members of the 

• -comhiunity. When, other .qiateriab aro n'eeded, the local library bprrpwsJhem 
through'th^ district library center.. \^hen as&istance and advice are needed to 
pl^h for and initiate services, the local library hiay ball upoh the district library 

• ' center. ' ' ^ : 

2., The prstrigt'Llbrary Center ^^ . . ^ 

District libfarytSSnters are.located in the major marketing areas of the Cpmmpn- 
v/ealth. The dlstrictqenter Is first a locafllbrary serving the pe^ople of its com- 
munity and second a source of assistance to the citizens and local libraries within 



Its district. Resources of a district library center go beyond thps© considered 
basia ifor every library. A. reserve of rnaterlals Inclading a biasic collection of 
' 1 6 mm f llms is always avajlable tothe local patron, but may b« u^ ^ pat? orts of 
^other libraries in tiie district. Materials are sent to the local library, or the patron 
may Visit the districtcenter and use materials there. ■■ ' 

Advisory afsistanfieHs provided by the district center to \pc^ librariarta, 
■municipalsofficials, interested citizens and trustees within the distmrl throiigh 
periodic visits, djstrict meetings and workshops. If the district cerrtsf eoll«:Ubn 
of rfiatertels is not sufficient to meet a specialized n^ed, a request is sent on to a 
regional resource center or to other libraries holding the needed materisl. 



a The. Regional Resource Center Libraryf^ ' . 

There are four regional resource center libraries in Pennsylvania. The Carnegie 
Library of Prttsburgh, the Free Library of Philadelphia, the library of Penf?sy^ 
vania State Univet^ity and the State Library (inclining the Law Library Bur^u) 
in Harris'burg comprise a vast research resource capable of meeting most needs 
of persons in Pennsylvania. Materials are sent to the district centers via delivery 
• services or may beniseb at the regional resource library. - ' 
The 'Bureau of Library'foevelopment of the State Library provides feack-up ^isoyy 
services to the district centers by assigning a staff member to a specified group of 
district centers. • " ^ 

There are also various consortia and cooperatives providing an intermediate level of 
service (see page 41). , , 

WHY LIBRARY TRUSTEES? 

In the American tradition of direct public participation in government, the 
Commonwealth ot Pennsylvania has provided for governing public libraries through 
members of th^ community operating as a board of directors or trustees. 

The word director is used in the Jaw, which gives "cof^rol" ot the local library to a 
board of library directors. The more popular use of the word trustee implies a trust - to 
-individuals to perform exemplary service, in 'the appointment process to bring 
representation ^o the people and to the board as a unit to carry out legal resppnsibilities 
correctly, 

-Library trustees are also advocates and exponents - leaders in developing the ability 
of tjieir libraries to serve the public responsively, responsibly and creatively. 

Libraries as public institutions need the pipeline to the public that trustees provide. 
Trustees from the community safeguard and enhance the public's interest in having full 
value from the funds supplied to the institution. 

Library trustees thus represent the (Public's interest in achieving a good service 



ftiPfj;fHEK, {S A GOOD PDBdC LIBRARY? 1- 



^J g9^3 gu^ is an easily useable and readi];^ accessible ^collection of 

* pat^Wafe^^^^ administered by persons competeitt to bring tlie 

'jcjbntmurrti^ resources together in a productive and satisfying manner. 



Tgooi^ public library is ad6quately supported by the 
^^omnniun^^^ so that the library can, in turn, . pieet the needs and 
'3|r^||r|^^^^ entire public with Information, recreation and 
^el^^ri6hm^^^ to do this, the good library uses its own resources 
' to the iir^^^^^^ share resources v/ith other libraries 

ahdrseeKs wsys to give the best possible service. 

./^ . . • 

the good public -library encourages the' broadest 
usf-of Its resources by the community. Institutions, 
indiyicluate ar>rf.groups and constantly evaluates Its 
x»ntributiop^ to the quality of life in its community. 



'Does your library 
have goals and 
objectives-like these? 



/ 



GOOD?< 

- ' f 

Ves, w6!vmi?Qd good many tifnes in 
this section^ the repatltibn^em- 
phasizes* that' the goal of every 
trustee is to participate in bringing 
the library to a standard of excel- 
lence that causes the community to 
say, "Wo have a good library." 



The gdod publitf library Is aware that good library 
servlcellnds its best measure in the eyes rnd minds of 
the psers. To accomplish both planning and 
cyaluatiofi, the good library makes iise of various 
techniques to involve the users in determining needs 
and interests. The good public library meets the . 
applicable state standarxJs of service and, knowing - 

that these standards are minimum, strives to exceed the standards to provide the best 
possible program. ^. 



STATE STANDARDS: Minimum levels of achievement 
or performance set as. criteria for approval of local 
library plans for receiving state funds. (See Page 36). 



WHO SHOULD BE A LIBRARY TRUSTEE? 

y6u - if you can meet certain requirements, come tqthe position wl'.han open mind, 
leatn on the job and give adequate time. Trusteeship is not only an honorary position, It 
Is a wqrkipg relationship With the community, the library staff and fellow trustees. 

The basic characteristics to be sought in a person considered for appointment as a 
; libfaiyboatd member are simple: 

Commitment to the Importance of library services 
Willingness to devote the time and effort required 
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BASIC REAPING 
THE LIBRARY tRUStEE, 
edited by Virginia Young and 
published by R. R.^owker.' 



• the person asked to be a candidate for a trustee position should be given a written 
stai^ment of the duties and responsibilities of theoffic'e. An interested potentlaUrustee 
wlilvndt acpept if lack of tim© or other commltmefiJ^prevent full participation. 

The board as 'a whole should represent a ftroad ' . . 

spisctrum of community interests, occupations and 

areas. Over the years this representation should rotate 
ro Include as many segments of the population as 
pbssibls. To gain this diversity, relatively^: untried 
canditiatos must be considered. A well-balanced 
board can bring in less-experienced members \^ho will 
provide new viewpoints and 4earn while serving., 

Competencies needed to fulfill board furiiQtions ' ' ^ 

ought to be present in the total board make-up. 

THE TOTAL BOARD COLLECTIVELY has:. • , . . 

• skills in board management and cooperative functioning ^ ^ ' 1 >t 

• sense of fiscal responsibility and an understanding of funding 
relationships with the funding agency o/ a'gencies 

» rapport with the entire community 
« political awareness, acumen and Influence 
- e ability to reiate to the public and to make public appearances 

• availability for relevant meetings {nside and outside the community 
' 9 knowledge of iibrarles' and of the'iibrary profession 

« knowledge of the legal powers and respbhslbilities of the board ^ . . 

Expert knowledge in a professional or technical discipline may be useful for specific 
undertakings. Some boards rely almost entirely on their members for advice in the 
fields of construction, finance and law. Olhers make extensive use of consultants, 
advisory committees or volunteers. Holding seats on the board for certain occupations 
Is to be avoided, and the board should be aware of Its obligation to avoid any appearance 
of fconfirct of interest. - " ' 

The less tangible Individual qualifications needed to produce a dynamic and 
harmonious v;orking board, such as enthusiasm, creativity, objectivity, flex bUity, 
courage and responsibility, ar© more difficult to Identify. Care and acuity In the 
selection process will achieve the balance needed o n a board. 

To insure that a qualified person will have the crucial 
vquailty, a desire to join the board, the library board 
should function so efficiently and professionally that 
to be a member is known to bea satisfying experience. 
A board that functions w&ll, enjoys its work and 
produces excellent library services performs a subtle 
recruitment job \n.p& ongoing identification of good 
trustees. 



TALENT SCOUTING 

Many boards feel an 
obligation to produce a supply' 
of potential trustees - by 
Identifying talent and using It 
In the Friends, on special 
projects and events and on 
committees. 
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WmmmG THE JOB 0F- TRUSTEE 

' ©f^lENTATION^ 



} 



. if^lidw trustees are to bs effectlyo and comfortabte Jr thsir positions, thay need the 
send-ibflf of ^ planned orientation session. The board should provide for this procedure, 
:p'r0bably thi-ough a committee working with the librarian and the board's president. 

^|i-4rlentatlon should be just that - not a brainwashing nor a "here's the way we've 
always done it" s^lon. Orientation means getting the hang of things by experiencing 
tbtnie. of the functions the trustee will perfonr^ . , , 

try a two-part orientationr a personal expsrienca which Includes s/^esslon of the 
board and an^introductlon to the library by th^ librarian and staff, anrfa presentation to 
the new tnjstee of a kit or notebook of useful materials. 

THE CONTENTS OF AN ORIENTATION NOTEBOOK v/ 

^ « a copy of this handbook • , 

« nanries, addressesjand telephone numbers of members of the board and staff 
e staff list, includirfg titles and responsibilities 
« bylaws of the library 

• writlen's'tatement of dutiss and responsibilities of the board and librarian 

« policies of the board, such as personnel, selection of books and materials and 
Jibrary use 

• history of the library and Its current goals and objectives 

• the library's plan (see page 22) 

. « the library's latest annual report (and prior years) 
® the current budget (and prior years- for comparison) 
o minutes of the last several board meetings; copies of other current documents 

such as written reports by the librarian or.fcommlttees 
o THE LIBRARY CODE of Pennsylvania and accompanying regulations as 

published by the Commonwealth and available fronf the district library center 

or the Bureau of Library Development, State Library of Pennsylvania, Box 

1601, Harrisburg. PA 1712S 



A SAMPLE 



« Assemble a ^It of materfais arTd present it 
to the new trustee, psrtiaps in advance of 
the first meeting or orientation. 

e Discuss the library's general cb|ectiyes 
and directions. 

• Tour the library (a good time to ask If 
signs are adequate) and meet th3 staff in 

' natural habitat. (Name tags arc great!) 

• HoJd the regular board meeting, at a 
slower pace than usual so the newcomers 
can ask questions or just absorb. (A good 



time to note if the agenda is adequate and 
the background material complete). 

Adjourn - but carry, on. with a. personal 
orientation from the board's vantage 
point. Touch a fev/ bench marks, air a few 
issues and honestly ask for the- new 
trustee's opinion. ; 

Have some refresh/nents. Be sociable and 
make that first mebtin^ relaxing. 
Offer the new tfu8tee(s) further help 
requested. Ilka a cfiance to Yevlslt the 
children's department br go back over the 
agenda for better understanding or time 
to discuss contents of the kit. 
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iil^ERING THE JOB OF TRUSTEE 



for Local 



The listed publications, or 
information about them, nrjay 
be oijtained from your district 
'library center. 



C -Afler the amenities of a.warm welcorne and a "short course" in what goes on, n^w 
•. trusted ■^will want to move rapidly to full competence. That means access to reading 
Slitejrl^l r a special shelf or file for trustees to consult on the techniques of trusteeship. 

' \ ' \ " , « 

Suggested References for 
■ Trustees: ' 

e THE- LIBRARY TRUSTEE: A PRAC- 
RICAL GUIDEBOOK. Virginia 
' Young, editor. R. R. Bowker Com- 
pany, -New York, 1968 * 
"9 PLA BULLETIN of the Pennsylvania 
, Library Association 
«^%1ERICAN LIBRARIES, official 
"p'u^Hcation of the Amei*ican Library 
' Association . . - 

• PUBLJC LIBRARY TRUSTEE; offi- 
cial pOblication of the American 
Librarv^,Trustee Association 

® PENNSYLVANIA PUBLIC LIBRARr 
DIRECTORV 

• PENNSYLVANIAPUBLIC LIBRARY 
.STATISTICS 

• "Mfnimum - Standards 
Public Libraries" , 

e "Minimum Standards for Pennsyl- 
vania District Library Centers" 

« "Minimum Standards for Pennsylr 
vania Public^Library Systems" 

e Articles that librarians and trustees 
find interesting and want to share 

• The library's public^ relations scrap- 
book . r 

9 Publications of the library press 
such as LIBRARY JOURNAL. 
WILSON LIBRARY BULLETIN and 
c CURRENT AWARENESS LIBRARY 
. LITERATURE 



' CONTINUING 
ORIENTATION 

To continue the comfortable in- 
troduction' to the job, put these 
items on the next:few agendas: 

*.< 

• What Is policy? 

• What'is.the role of the li- 
brarian? 

• How we get arid use money 

• How we, plan 

' • Our legal responsibilities 
® Our trustees rn iheir roles 
as conduits to. the public 



PAYING THE BILL 

Most libraries want to pay for the 
continuing education of their 
trustees. It is legal' and a wise 
investment to budget for: 

9 expenses of district regional 
meetings 

• expenses of state conferences- 

• expenses of reading ^materials 
« memberships in: 

• ALA and ALTA 
9 Pennsylvania Library Associa- 
tion and the Trustee'^Division 

• Middle Atlantic Regional Li- 
brary Federation 

® short courses on trustoe topics 
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soaking up informatlon aod Id^^. fslothing Is 

i^Sv^^^^^^^WiHem, arid haying the cphlfldencu of backqfbund^ board 
p,:l ! tsll^ll sffSltd Inciudelime abou|t evolving Ideas aitdwhat's gpog (jn Across 

f J .r^^MpWMf #t(?djsirlct library meetings, regional wprkshppSj stats conferences and 
■ .^IP^II'^lPi^^^ Pennsylvania Library j\ssoclat0n provides easy accek to 

Iff rr . fll#tf nd -dls^^ and directions for jlbrary^servlce. trustees 




/A? 



:IS?'SptiBllaatldns^^ / I 

5Q:Eastj^Nurbn Street; Ghlcago, IL 60611 



-312-944-6780 



Pennsylvania Library Association 
1£k) Woodland Road 
^ * \ Pittsburgh, FA 16232 
412-362-6400 



Pdard Edycates itself 

A good board provides a. process for learning, an on-gping program of trustee 
education, .with these elemients: ; . . - 

« Time on the board's agenda'for the review of programs and services offered by 

the library so that' each board member is aware of what is going on. 
« Time on the agenda for brainstorming and for exploring the backgrounds and 
talents of the board members (^nd the staff) to Identify strengths that can be 
drawn on in making decisions. * 

• Access to and discussion of current state and national professibnai literature 
as well as information and reports provided by the district library center and 

'/-,.■ ■• : the State Library. ; ^ ^; 

« Visits to other libraries in and out of the state and attendance at board 
meetings of other libraries. Visits and reversef-vislts are especially helpful 
When evaluating potential new services and in planning. 

• Attendanceat district, stateand national workshops^dseminarsdesignedfor 
, . Jrustees as well as other professional meetings, Af the least, these provide 

L V - opportunities, to talk to other trustees, Jo keep up with library directions in 
Pennsylvania and to look at mutual and developing problems. (And if the 
!' subject matter isn't right or useful, trustees should plan their own workshops!) 

:'v.;. • ■ ' - ■ - 

|er!c^ , ' - ' ' , . 



lmifS?#%;:fc^r-^- -•- - - - ^. - . , • r-^ 

. - 1 • i * • ; » • . ^ \ - 

I -iisiNSKLVANIA LIBRARY ASSOCIATIOhi AND THE 

\ f h€> ferlnsylvania Library As*soclation was organized in 1 90i outof a coricern for the 
> neAds p&helibrarfes in the Commonwfealth. It now has nine ehjapters organized along 
.^r^fenakVihes £lnd is an active chapter of the American Library Association: 
:f3ii:A;is4overned by a boaVd Of directors JhernajoriQ^ 
. ' ■merribership, and an executive committee composed of the off icer? and three members 
etected f rdS the board. PLA publishes a BULLETIN and holds an annual conferencj 
Muring- outstanding spea'kers,' more than 100 exhibits and: relevant programs. A 
- leadership wOi^kshop Is held annually to assist new boArd members in expanding their 
iead0rshlp abilities arid to bridge the transition between old and neytf officers. 

the objectives of the Trustee Division of PLA are to^ work for gobdilbif'arx service for - 
aH In p^nhsyiy^n'a; to provide an avenue for cbmmuhlcatidri^and bodperatlbn among 
' '\ librarians, irukees and other lay persons Interested in thr development of -Hbrary 
services; to promote effective and far-sighted trusteeship ahd^bai-ds'pf public and 
bther iibraries; to foster awareness of trustee obligation to Infdrm others of library 
development needs, legislation and problems In order to develpp^common stand on 
.ilbrfiiryjssues. » . * \. . " 



VOLUNT^feRS IN UBRARfiEg ^ ^ 

The temptatlolto lean on volunteers is alrnost overwhelming for the small library just 
a few steps f rpm Its volunteer beginnings, and for the larger library seeking ways to cut 
costs, - i / • . . — >) 

For all libraries, certain rules apply In the use of volunteers for the normal positions In 
a basic library program: - - • ' ' ^ . 

• the xjse of volunteers should'be cpnsldered temporary pending ability to 

employ staff ' > s,.- ^ , ^ ' ' ' • . - 

* ' • volunteers should not supplant or replace established staff positions 

Volunteers can be extraordinarily useful tn libraries: shelving returned materials, 
assisting with circulation service, working with outreach programs, presenting film 
programs, story telling, teaching literacy classes, collectipg historical mater al, 
planning and creating exhibits, delivering materials to the homebound, preparing 
picture flies writing press releases, updating the vertical clipping file, planning the oral 
history project, taking pictures, taklHg' surveys, acting as hosts and hostesses at 
^programs, working with senior citizen Woups, taking books to convalescent homes 
.'and -hospitals... - ^ ' . ' ' . ' 

Successful volunteer programs are: 

• planned and approved by the staff and board 

• run under best employment practices: training, evaluation and development 
are Important t6 volunteers 
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• diear about the work descriptions, the stat.us of the volunteers and the 
^j5pieuta*lons, including regular hours and consistent service and sufjervlsi^n 

• pl^ar about technicalities, such as insurance, use of library vehicfes, paid 
\ epc^enseefor library-rel^^^ , 

• mindful of the' need for recognition and appreciation of volunteer work . 

• reallistlc in expectations of hours donated," types of work to be done and 
trainihg requlred ' ^ , 

• open to the co'mchunjty, but on the basis of specific job descriptions and 
■ capacities of volunteers to fill the jobs 

F-RIElslbS OF THE LIBRARY ' 

"Friends" ai;e civic-minded men and wojT^efTwho know thata good library is central 
to a good community. Frienda organize into a group, either formally or informally, 
-which exists to assist the library to promote. Improve and expand service. 

A i^rlerfds of the Library groiip should organize apart from th? library a&d have its 
own bylaws, off leers and organization. Friends groups work with ^he trustees and the 
librarian In planning activities, but are not involve?!, except as interested citizens, in the 
governing of the library. > ' j ^. 

A trustee may serve as liasion to the group but not usually as an offic6>f ''.y 
Activities of the Friends may include, these: ' 

• Creating public support for expanding the", library's p/ogram, including 
support for funds ''>^,;f . . 

• Encouraging gifts, endowments and memorials. Raising'funds for specific 
purposes • ^ 

• Providing assistance In purchasing special items for the library, such as a 
, special collection of books or photographs'or local art 

• Working for library legislation and appropriations 

■ Ir^forming the community of library programs and needs 

• Campaigning for new facilities 

• Sponsoring special programs 

• Aiding the library's public relations program 

• Volunteering to work in the library in specific tasks designed by tlie librarian 
and board • 



FOR MORE 
INFORMATION 



Packages of material on organizing 
Friends groups are available on 
Interllbraty loan from (he State 
Library or the American Library 
-Association. 



Naturally, a good Friends group sen/es as a training ground for, future trustees. 
.Friends can provide the wide gomnfiunity base which ^s essential to the library's 
success. 

Some libraries have groups of "Friends" who come fonvard to help on special 
projects and fund drives but do not form a structured club. 
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RESPONSJBILITIES OF TRUSTEES. 

I 

iResppriisitillities of trustees usually divide Into three c?ategorles: legal, policy-making 
and ivaluiiidn.' Using the powers granted under the law, trustee boards make 
operating- ind administrative umbrella policies, one of v/hich. Is to select a head 
librarian: and give that person charge of the day-tOiJay functioning of the library. 
HaHng: deci HOW the library Is to b? run and for what persons and purposes, 
.trustees ni.^^^ ovaluate^results so that they can change policies arid move the 
librktif iri clM^ - . . ' 

V But eacH category .explodes into Interesting specifics. 

LEGAt ofailigations cover the raising and handling of money and the preparation of 
budgets as well as the obligation to serve as representatives of the best interests-of the 

f^dUCY-MAKING demands knov/ledge of fanning, , personnel, community 
interests. fSrograms ot the library, best practices irt th^eld, even such,nltty gritty as 
^When;to buiid and l^ow to time growth.. ' ' • 

EVALUATION cannot be dodged, for review and response are central to decision^ 
making. It's tricky tg.ask "How are we doing?" bat it must be don^ constantly if libraries 
are to be current, challenging and coi^petent. • . ^ ^ 

These are total board re^pohsijjillties, but trustees have individual rr'es as well - In 
~ public relations beyond tlie base provided by the library, in legislation advocacy. In 
association participation that keeps trustee idea§ in the mix which the library 
professlon;Will ultimately support, In political activity which makes libraries part of the 
public service sp^ectrum and in leadership speaking for the needs of libraries. 



LEtjAL RESPONSIBiUITIES OF 
PENNSYLVANIA LIBRARY TRUSTEES. 

Pennsylvania trustees have legal rights and responsibilities under the provisions uf 
/ THE LIBRARY CODE. 

The major responsibility Is to maintain a free, public, npnsectarian library which 
serves the informational, educational and recreational needs of all the residents of the 
area foi* which its governing body is responsible by providing free access (including 
free lending and reference services) to an organized and currently useful collection of 
printed Items and other materials and to the services of a staff trained to redognize and 
provide for those needs. (THE LIBRARY eODE: Article I, Section 102} . 

Within that framework, the library board has powers of its own and powers exercised 
on behalf of the library by the officials of the unit of government which supports the 
library tinanclally. . • " , 
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\ . tp, elect ft least a president, secretary and; 
'" . ' -.fpi.eiTibers ■ |-. ■ 

I ■ • to submit an annual report to the funding €(0npy. the .report must Itemize 

receipts and expenditures; show the conditton of the 1^ givenufr^bers of 
^"i- '-^ ' voibmdsi maps, etc^ held, lost or wlthdrawH/|nid:^a^^^ 

registered fc)Qrrowe.rs and readers and astajement of t^^^^ of jjiaterjal 

and such other Information and sug^eStlprisis so^r^^^ ; . 

' , ; (tHE ilBRARY CODiE: 3/^^^^^^ 

« to submit a copy of the anntm^port to jhe^tate Library /' 
« to make the accounts of the treasurer available for audlf " 
It; ■ ©to pfovlde for "bonding of the treasurer . ;/ 

„• to follow the provisions of the Sunshine Law (See page 44) • 
■ , ^ , ' • ,/ '. 

By l^w,^ library trustees receive no salary, 86*^6 .three-ysat terms and may receive 
felmbursimentfor necessary expenses. y 



the municipality must: ' ' " Ij ' 

« submit tp referendum the question of Jssul/ig bonds for purc};|aslng grounds 
and/or erecting a building when 5% oif the registered voters ^o petition 



flajjfactloe, library boards have many "legal" responsibHitles., The rules and 
regulatipfis they make may carry the force of law. They rnay er^^r into insurance , 
arrangenienls, inciudjng policies for their own protection In fiablHty/cases. They must 
fijsd be al|rt to conflicts of Interest. In personnel matters, they may apt as the final 
appea^fcphi I d8cfs^ of the librarian. ' ' . f . - . i^^-^^, 

fiules and r#gtilatlons of the State Library require certain levels pf financial effort in 
prd^rto qualify for state aid. (See pa^p; 29). ' . , 



^'r- , \. • . , ■ . . • If ., •..■"'■i>J 



il-feioUCY-MAKING RESPONSIBILITIES 
0Wi^0i^lS/M<i\fi< LI BRARY TRUSTEES . 

MINIMUM STANDARDS FOR LOCAL LIBRARIES' In Pennsylvania are outlined iri 
Title 22 ofthe PENNSYLVANIA CODE. Section 141 .21 requires that the function ofthe 
library board arrd that oT the librarian and «taff be clearly "differentiated in a written 
staternent. Copies should be in the files of the lotal library and the district center and - 
'Sfetel(brary. Boards should reyiew this document from time to time. 

. ' Boards should not attempt run their libraries; they should*se6 that the libraries are 
DronAriy run. Boards should not attempt to manage their libraries; they must see that 
' ' the'llbraries are properly managed. Management is for professionals, trained or 
■ degreed persons working under policies adopted by the board to insure good 
' administration. . - 

The following chart is useful in showing'the roles of board (in the left hand column) 
' and librarian (in the right hand column), and where they converge (across both 
columns). - * , • • V 



THE BOAIHD 



THE HEAD LIBRARIAN 



.Governance and Policy leaking 



Determine the goals and objectives of 
the libr-ary and methods of evaluating 
progress toward mesting them. Review 
goals and objectives^- annually and 
evaluate progress. 

isolate the library and its programs to 
•the community and its needs, 
djscdvered through systematic study 
off the community and analysis of 
library service.- 



Provide assistance and direction to the 
board in setting .goals and objectives 
and determining methods of 
evaluation. 



Assist the board to know the needs of 
the community and how to/espond to 
these needs .through the- library. 

Participate fully in the commMnity 
analysis process gnd in the continuing 
library survey. > " 
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'Tl^E HEAD LIBRARIAN 



pisfermlne and adopt written' policies Prepare regular reports on current . 

'tO! ;§6yern' the operation, use. and progress anci "fixture nefeds. 

pfpg^m-oHhe library. Adopt bylaws 

:fof#a!rd procedures. ' . . Recommend needed policies tb the 

board and sufspiy e^xamples and 
.sources of Information. Cafrry but the 
policies as^adopted by the board. 

-Interpret, policies to staff ^d public. 

Provide tfte board with rec6mmendsh_ 
, tions and materials for.study. , * 

' -AdnFHnister - the library within the 
framework, of the library's goals and 
objectives, policies and -budget. 



Know local, state and nationariaws whfqh affect libraries^nd play ar^ active 
role In initiating and supporting beneficial library legislation. 

Participate fully in the Pennsylvania library system and mal<e use of the 
consultants of the district library center and the State Library. 

Attend district library center meetings, regional, state and national library 
meetings and workshops when possible and join appropriate organizations 
working for improved libraries. Study library publications. 



STeek a cooperative basis with off icials 
of the municipality or other gbyferning 
unit, keeping in mind the special legal 
responsibilities of a library b9ard. ^ 



Attend all board meetings and 
committee meetings to which 
assigned. Carry ouj all special 
assignments promptly. 



Prepare all needed library reports for 
the local unit of government, the 
system and the State Library. Provide 
copies to the board and comm^unity. 

Attend all board and committee 
meetings except those meetings or 
parts of meetings in which the 
librarian's » salary and tenure are 
discussed. . „ 
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Finance 



/ 



■ Keep abreast of the financial status of 
the library a?id secure adequate funds. . 

Work 4'ith 'tfie* librarian to formulate 
^*arld adopt a budget to carry out the- 
flbrarySj goals ^and objectives, within 
ariy limitations of the local, state and* 
federal laws. 

1 • . ; . ■ - ' 

Prieserjt'the budget to public offiqials 
and the general" public; explain and 
' def<>nd it. : ^ ' >. 



Supply facts and f igureis to the boa^d to 
aid in /interpreting the library's 
financial istatus ar^d need. 



"Prepare an/^nnual. bu^^U in 
consultation with staff and^oafd. ' 



Keep within theubddget. 
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WOrjv Aj^^. the board In interpreting, 
budget arid financial needs of the 
library /to public .officials and tfte 
public. 

Investigate means of cooperation with other libraries to make effective use Oi 

funds and develop services". ». ' / ti ' " ' ^ 

- • ■ •. , « , , 

Keep complete w d accurate records concerning finances, personnel, , 
. property inventory and .annual reports on file at the library. ' . 

■> .'/-«• 



Persofinef 



'Develop policies to guide ^taff 
-selection. 

EmpJoy a competent and 'qualified 
llDfarian and pay an adequate salary. 

Provide adequate 'cdmpensation and 
-reasonable'^, fringe- biane.fits for all 

employes: Provide agreeable working 
.dbntlltions and^ opportunities for 

professional growth: . ' 



•J - 

Hire and direct subordinate staff 
members in line with library pecspnael 
policies. ^ 

Utilize skills. Vnd initiative of staff 
members to their ov^n aadthp library's, 
advantage. . .. . ' " " ; 

Work for needed " 1|T>pr9yemepts.:.m 
working cbndltipns.^aaVary^cale and 

•fringe benefits, - 

■ ■ 



Obsen/e all local, state and ff^deral laws that relate to' current emplpyment 
practices. ■- • ' • 

Provide in-service training for'the professional development of staff members 
and ^effective Implementation of library pdieies. P/ovlde opportunities for 
additional education "and advancement. ' ✓ • o ■ . • • 

This spirit of cooperation will help the library to organize effJciehtly and vfUl 
ceflect in its service to the public. ^ 
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PERSONNEL POLICY , 

li i*^; Vv^:^^!^^ policy becomes necessaty when the first library employe , 

; ;:; begins t^WQrK. pe;p^^^^^ policies ]h writlng Heips to clari^ the library's 

^M#t^¥'^»-'^Pn>s the roles of the board, admlnlMratloh and: staff and devsldp^ 
:m§thc§0fde^^^ future problems, A vVrltten.statement also sirnpHfl^ 



V' 



4^^.^ measurement of performance. 

; -6 i>e5tOT^^lP^'^^y should viry from Ubrary tollbrary, but pt the least should contain: 
staterpente dn^the rights, privileges and obligations of employes. RightsiragrahtBd 

'lawi;(?rivljeg^^ 

^^mployimenfc- • ■ 



^ : lAfrejimihary statementof ernploymeht rnay be enough initially, buisoon the board, 
' ^ jibrf j^n :6nd 3^ develop a compjete staff/marTual'ahd Keep^'lt uprt<^^ - 

^iippdrtaht elements df a personnel policy include, but are not linilted td: ^ . " .v ' 

: ■ • • -a statemerii - ' ' ! ' ' f • * "\ ^ 

, ^* %de«flitioh of t^^^ f , 

. • 'a job trescriptidn for the administrative, head, and foV dtljer positions a^ /\ - 
•• .^•deyejdped " ' . , - ; - \~ 

' . i' staff ajspolrjtment procedure: sta^ndards or requirements, promotions, f - 
. ^ V dismissal, grievance propedyre \ 

' • benefits: retlrernent, medical, insurance, education, vacation, sick leave and"* - 
others. . : ■ ' ., • ' 

:; ' * « obligations of the staff: regulations pertaining to staff and any service policies 
r , " staff members are 6>:pected to observe - , 

, • privileges: "extras" granted by the board " 
* staff, development policy: provision for workshops, credit courses, released 
. .. J time, library-contributed tuition, etc. ' ■ - 

work schedule: hours of work, holidays,' leavejwith or without pay 
« background material for staff: explanation of "financial support and budget, 
' - man of t^ie library service area, library history 

» staff association provlsipns, I! any ' . ; . . 

The personnel policy is ^ guide for boaid and administfatlon and a source of security 
to employes. New employe should hava access to a cdpy and should be glv^n time 
to rSad It and ask questions. Staff should also review other policy statements, like the 
\ ^ board's plan and its policies on the u6e of thelibrary by groups, acceptance of gifts.'etc. , J 



SAMPLE POLICIES 

# * 

Sample policy manuals on persopne! and other subjects are available from the . 
district Ilbraiy center. * • " ' 
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# AH library boards PLAN as they make decisions on money, building, allocations for 
4broqrams and the development of staff. The challenge is to rriake these decisions on the 
.ba^js of .a guide, a written PLAN'which sets forth the library's role, aspirations, 
"judQment and future. aoiam- 
Tbe purpose of planning Is to anticipate both^Qpportunities and problems. A PLAN is 

a Ipo&n' which to base decisions. A written plan Is atemporary ddcument, one step m 

the continuing process of evaluation, addition ^nd subtraction. 

. The basis of plannino is the adoption of goals and objeqtlves for library service. While 
the board and the librarian tak^ the initiative in writing and revising goals and 
objectlvea. staff and community should haye opportunities to make Suggestions and 

' discuss ideas? before the goals are adopted by the board. - 
' Boards can name advisory committees, sponsor public meetings, encourage staff 
discussion and use public relations tools in the planning process to be sure that the 
total community is involved in thinking ahead. Participation of this kind leads to better 
use of the library, understandirig of. its directions and problems' and support for its 
goals and ^financial needs. 

Positive forward movement, in sen/ices, materials, programs and resources, is 
essential if a libraFTfe to justify and enhance its role as a tax-supported institution with 
an obligation to perform effectively. 

What's in a P!4n? 

Since planning is .a continuous process based on evaluation and reassessments, a 
plan is a flexible document. It should be specific to the local library and need not cover 
every possible point. However, most formal plans will h^e: ^ 
' 9 a statement of the library's goals with the inte. mediate objectives which 
convert to action 
« a Ume table for achieving goals, both short and long range 
» details of the services, programs and developments desired 
« data supporting the needs included in the plan: sun/eys, census data and 
^ studies ' 

OS plan-within-a-plan for-implementation: 

© general assignments for the sections of the plan (Example: the plan . 
V . ' suggests closer liaison to community groups. The assignment would be 
to the board and the staff to develop ways to do this). 

• examination of the budget for ways to begin implem^entation (Example: 
consider shifting some budget amounts from one purpose to another 
AND think of ways to support a new project from the plan) 

» work with public officials to achieve financial needs 

• development of a public relations and publicity plan to accompany 
changes as ihey are made 

© provision for evaluation and change at regular intervals 
« reasonable priorities which recognize the capacity of the library 
and the community 
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";p|annji1gj^ approach to the local library; however, planning also 

■j^Vil^es^pp^^^^ hew Ideas, a look at what is going on in other libraries and an 

is^i^T^eM|o|cpn)m^ 

oansus figures, community makeup, results of surveys or studies rhade 
"Ib^rary and/or other cornitiunfj^igiri 
lilts r p^^ seryjces in other conirnuhiiles and areas to 

^ "f|h,cfude^^ . - 

* • .p^pW i qprn.rounlty leaders, personnel frpm the district library cehteran«lthe 

XS|ate/|ito " ' - . ; ' ^ 1 

• jgfeu^ - th^ fiiunicipality, schoojs, regional cooperatives, colleges and 

• uhlyeVs^^^^^ , , . 

» community coo^^ - in public meetings to talkJibfar^es ahd cont^^ to 
pfafiningV in p with organized grp^^ 

7§hdi]cli§plays ih.^.S^^ 

• J^#fneetjn^^^ - to find out what goes on and should go oh in the library; to feed 
-backwhat p^^^ i . 

« Professional consultants (especially if rnovihg.toward a building program) - to 
give the security of professional methods and the benefits 6f experience 

o media - press, radio and TV willing to help you spread the word and find 

exciting ways to convey Information, 
e other libraries - neighbors proving out programs; acadsmic, school and 
special libraries filling out the Jotal^ervice pattern; other Pennsylvania 
libs^rles.to visit and consult . ^ " ~ . 

» library literature - from AMERICAN LIBRARIES through the professional 
-journals' to articles, speeches and bulletins 

© the State Library and district library center with printed resources anc. people 
consultants 

« workshops, and conferences - address'-'g the responsibilities of trustees and 
ways to do the job well 



Some CONSULTANTS come from the community, like the architect who 
advises without expecting a contract and the municipal managers, business 
leaders and experts who are wifiing to take on parts of the job. 



NOTE: 

In most planning documents, GOALS are the general statements, 
OBJECTIVES Jhe specific and detailed, thus goals are rarely reached 
because succ^fui fulfilling of objectives moves goals onto higher plaries. 
Trustees are urged to avoid worrying about terminology if it intetferes with the 
flow of ideas. 
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fi- WHAT TO DO WITH A PLAH 

Qn<;e-your library has a plan, 

4 wrth:publiclty 
' ' ' • rjata s}j|cial ptibllc meeting 

' • afrheellhgs of organizations 

• Jd a special presentation to efected officials • 

HdbLOWm ' ^ 

• startio "work" the plan according to its timetable 

• make policy decisions only after consulting the plan. 
> o produce a budget that implements the plan 

EVALUATE IT! ^ 

• check- and change the plan as information and needs change 

d ImpVove it by reviewing progress and adopting the new and necessary i 
AUBmeI^'IT! ' ' 

, • gather materials for the next review; discuss their implications and possibilities 

\ REppm / ' . ' 

set a regular review schedule, perhaps section by ^ection, and enjoy the process of seeing how right 
(and even wrong) the choices were 

• add new ideas and drop some older convictions 

EVALUATION AS A TRUSTEE. 

RESPONSIBILITY 

As trustees fulfill fheir legal and policy-making functions, they become aware that 
evaluation, that is the assessment of progress by the library and the librarian, goes on 
" all the time. Evaluation takes place as decisions are made choo^iiig between new 
programs, assigning budget amounts, granting salary, increase and discussing 
successes aad failures. ' 

The most difficult evaluation, and one only the board can do, is the rating of the head 
. librarian as to job performance. Major criteria are how welt that librarian has dealt with 
the staff and thepublic, how well administrative matters are handled, how well records 
are kept, how well the library budget has been adhered Jo and how the talents of the 
librarian are demonstrated in the library's service. 

Boards should decide on a personnel policy for the head librarian and include a time 
schedule fo* an annual review of job performance and. ideally, an annual plan which 
the librarian and board develop against which to measure progress made. 

There is a need to evaluate constaptly, catching problems before they grow Into big 
issues. There is a need to agree on standards for judging and the setting in yvhich the 
board will work to arrive at decisions affecting personnel. A good device is for a board 
to ask the district Ijbi ary center to suggest a volunteer consultant to sit In wi jh the board 
and help to develop an evaluation process. \ 

Evaluation is difficult because it may involve criticism and' dissatisfactions. But 
trustees represent the public and need to take on thisjo^to insure competence and 
effectiveness In their libraries. 

o 29 
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IttPptNG TO THE PUBLIC . / 
^IPf^PR,/ if you prefer) " , ; " | 

, . .Publlctelattohs is so much more than flash, pizzazz and hoopla that It seems sensible 
^fejjtljrn j^^ into "relating to the public." This means rethinking the typical 
. (p&di^atlon^^ inches in the press and minutes on TV and rajiio. The topic should 
be^fepubliic f ir^^ relationships second and techniques last. j 

"^hmx^Mmg to the public Is seen as an Important function for trustees, staff apd 
eveH the. inanimate library, PR can be seen as a handy title for a large job. ^ 
%|ateyep It is called, the job. is more than infonnation. It's a person-to-person try to 
pyMlbraHes fhto the lives of th£> people the library serves. / . 

^"fustees have an individual and group role in the jobk^ - - /. 

^^SjNplVIDUALS, trustees represent the library ;n their jpublic contacts. Wearing the 
itltf# of ilrustee confers the obli^^^^ .. . 

• know what is going or, at the library and spread the word / 

• listen to the community and ask questions about what people know of the 
library | 

• appear before organizations of the community to talk about the library . 

• convey the progress and pfans of the library to individuals and groups 
normally a part of the trustee's life ^ . ' 

e ask the opinion-makers the trustee knows to be library supporters 

® spot gaps in the library's information program and suggest ways to fill them 

• work closely with municipal and^ther officials to put libraries in the public 
service circle 

• let people know that there are library trustees - who they are, when they meet, 
how they can be reached 

o learn about other libraries and other services 
« be' vocal and visible library exponents 

As a GROUP, library trustees serving as a board have responsibility to; 

• plan a positive public relations program for the library, including PR as a 
continuous function of the library ' 

• plan for trustee participation in the library's public relations plan 
® ask the librarian to involve the entire staff in the PR program 

o evaluate, with the staff, the effectiveness of the program and how it can be 
improved ^ • . 
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look at the library -itself as a public relations function: How are people treated 
, la the.library? Is the library a welcoming place, a service operation, a place 
' whW' users matter and are helpecl? ^\:^ 

• find, funds or oSier support for the public relations activities 

.P aliocate funds for staff or' find volunteers to help with graphic designs, 
advertising, posters and promotional .ideas ; 

• expand the board's thl^nking about public relations and thus identify the g rbups 
and individuals whb sfjould be reached, the many overlooked opportunities to 
reach ^people, the knowledge of public needs. 



A PLANNED PUBLIC RELATIONS PROGRAM - . 
What Does One Look Like? 

Puzzled about planning for PR? Here's a simple sample of a one-year plan. , 

The GOALS of this library's public relations plans this year are: ' - ' 

' • to expand our ways of informing the public «bout library services 

• to reach more members of the community 

a to prepare the staff and the trustees to.serve as publfc relations rfepresentatives 

• TO MOVE TOWARD THESE GOALS, this year we will: ' . 

• allocate addit.onal "money in the budget for the costs of production, mailing, etc. of 
information 

• locale volunteers to help with designs, slogans, writing and reaching people 

• hold a special meeting of board and staff to talkabout howto have better relations with 
the public 

• set up a speakers' bureau and tell the community it exists 

• assign trustees to make certain publip contacts especially with municipal officials and 

media ' ' * . s » j « 

• plan several "social" events at the library for our elected representatives, appointed . . 
officials and media persons to see what we are doing 

• plan and issue an exciting annual report 

NOTE.that this IS a one-year plgn which can be achieved, not a complete plan to deve^lop PR activities 
oyer the years. 



TRUSTEES AND THE LEGISLATIVE 
PROCESS 

Trustees of library boards should remember that in a sense they are legislators, for 
they make decisions and pass on policies which have the effect of ^onVronm and 
directing aspects of the library. Trustees are also kin to legislators in that both are 
public officials, seeking and accepting responsibility for public institutions and funds. 
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m'^rt/e{^yi!-^^ ...... . . ^ . . . 

. . Jlllil!^^ they v!^li|.firid-layere QfwiititoKwfeh WhlcriYhe board 

- muhi.cip^al anc! county and other officials Wh6:have:c.erit^^ in the 

is v\ which ijbrarles gain support, especially financial Trustaes need 
SSl^T '"liP^ relationshlpSAwith the^e otflcl^is, working with them to 

'.' V,,3^^^^^ of the legislative process as beginning with the state 

K-.^\i^^^^^^^fy^^^f^^ on J'^Jfafifs are rnade and where^state support Is 
^x- v'^^ti!nS;M Know hoy/ that pojlflca! process works is fascihatlng and absdlutely 

?--%-.Vv.i^ji,^s§ar)^^^^^ - ; • • . . _ ^ ■ 



;jT^^ Where many broad 

v;dedi^j^^^^ 

-^o^^rsss; is basicaliy ;f riendly to ilbr^rles and has^ 
; Jup0rie§;t^^ and' 
^G^f^fruc^^^^ Bu| membere of ;^ nekllto 
5;JtiaQro|tftM^h^^^ how fundQ'are used arid 

' Thjs:^bMMUNICATldN is where the trustees 
fpr libraries. At every level, the trustee can lobby for 
libraries. 



; LSCA: Library Services and ' 
, bpnstriictlon Act. A ferieraf^ 
• prpgtam^prpyldlng 
; fprUisb In certain library progra^^^^^^ 
SeefP'ageSp. 



SPEAKiMG out FOR UBRARiES 

The process of expressing opinions to the decision-makers and pushing In support 
of on«'s opinions Is called LOBpYING, and It's not a bad word, comlng-as it does from' 
the time-honored custom of talking vv.ch legislators in the lobbies of city halls, state 
lipuses.and Congress. ' ^ 

People who speak out With kriowledge and experience, with enthusiasm and 
' commitment and with facts and fl'4ures^S(re"equlpped to lobby In the best meaning of the 
word. . . ' ' / 

LOBBYING IS COMMUNICATION. It's assembling the facts and translating them 
Into action. It's working put plans and presenting them as evidence of need for a law or 
an apprbprlatlon. It's getting to know legislators, and helping them to know about 
libraries and what libraries do for constiiuents. • ' 

And lobbying is the job of trustees - because they see the library from the user 
viewpoint, because they have perspective on the full range of public services, because 
, they speak fpr the consumer, because they are volunteer participants In government 
.and because they know that without their involvement, a significant, service will not 
have an advocate and a voice. • . 
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? -^iai^^Ccd^^^^ tirrfe.. and they turn to other libraries, to the Hbra 

: ^^dqfeu^^^^^^^ L-ibrary. "How/' they say^ "can we meet our need? 

. .^^SorneWbere a study is mounted. Stltistfcs f low. Aiterriates are e>^^^^^^^ The itfeas 
■ ; ..-cdyesce^lDto^the dran of legislation. Theprpposal Is triecJ '®?^sl| ors Is it^^^^^^^ 
- ^poc»?#!i "jt w the competition? Ai-e solutions bemg sought at the rignt 

y ;f|v|f;5lt:g6Vernri^ 

And the draft wins approval from some, questlonsfrpm ptheri5^;shak# of the,He^^^ 
^frdnt others. But the need is great and the prognosis pretty.g0^d;Wa^ 
^ahd4e.biii enters the legis! 
»t>the biirhave to work hard to explai 

means Working with the Pennsylvania tiBrary Association: lobbyist jnd, legislative 
.committee on plahriin^. providhg facts arid d^^^ 

.^dmrnittee. marshaling visitors to Harrisburgandhome baseA^isits^nd qa Is. W.hsr^tie 
fai|i:comesoutofcommittee.checkoffoneMepandbeginwprkor^^^ ^ 
.answering. objections v/hich may have come up in.cbmmittefe and helping the sponsor 
to lirie upi yotes. 

' The process is committee - one House - committee -theplher House -tlie Governor 
If th. iJlf makes it all the way, there's a law. or at least a.ver^op ofjhe o'-'S'na^ '^^^^^^^^^^^^^ 
the legislatiire deems feasible. It may be a-hew approach to *"n^J"S y^^'JJf"* ^" 
Appropriation to carry it out. There is more work needed to defend and extqll the need 

for funds. ' ... ' ' 

And when libraries have what they want, the library trustees should remember that 
legislators t6ok a chance. The trustees should say "thank you." continue contacts and 
report back on the benefits in the home communities of legislators. 

' If trustees see lobbying as a continuous intormation and education process, a 
necessary ingredient in the ioformatibn bank legislators assemble, and the right of 
eve^^^^^^^^ be heard and to express opinions - they will be comtortable with the 
poliUcal-legisiativtr process and develop skills in lobbying that will benefit all Ubraries- 
and^the public they serve. « 
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The Pennsylvania Library Association has a professional lobbyist Who works with the Legis'^^^^^^^^ 
CorSSTi;atcommitteecooperateswiththeWashn.gtonOffic9Ofth0Am 
on SranegiJation^TrAistees can help by participating in the PLA legislative network. The Association 
?outtne5^ relly^^^^^ information to' libraries with TWX equipment. The State Library Issues a 
legislatfve update Fridays to each district library center. 
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IWHERi DOES THE MONEY C0ME 

-Local Rbnds: A local library |erving sper 'Ic terHtoriec Js eligible to receive fun 
ffpm the Unit of, local government which establishes or maintains It. A c6unty-,cl;ty, 
borough; town, township or school district may be the unit supplyipg funds, this 
monetary support must be sought by the library board in a budget presented for 
funding. (See page 32). - • >, 

' - ' „ ' ■ ' - - ^ * 

, State Funds: ^snnsylvania has established a system of state aid to local libraries. 
State money may come in' these forms: 

Per capita: state aid granted at a "per pei-son" rate as provided in section 
303(1 }, (3) and (4) pf THE LIBRARY CODE. ' 

PeiwitageT^tate aid granted to a, county library as a percentage of the 
county appropriation as provided In se6tion 303(2) of THE LIBRARY CODE. 

Equalizatiori Aid: aid paid oh behalf of the municipality where. mill x the 
market value of real estate is less than $1.25 per capita. 

T • 

Libraries must me,et criteria to be eligible for money from the state. A local library 
m^ust Have made a financial effort for the most recent calendar or fiscal year equal to or 
exceeding $.00025 times market value, or $1 .00 per capita, whichever is less^forall of the 
muriiclpajltjes on behalf of whicii it applies for state aid. To remain eliglblefrom year to 
year, the iflnanclal effort of the library must increase, over a period of five yeais from the 
first year of participation, to $.0005 times market value or $2.00 per capita, whichever is 
less. The annual rate of Increase must be at least 20% of the difference between the 
•Jrijtlalf quailfying local financial effort and the lesser of the .0005 or $2.00 figures. 
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ellglbiB to recslve.state aid on.a percajiit^ basi|.j addition to 
^Cl . ''4bra;rfes. Gbunty ilbfaHes #9 eligible fbi^^^ 

- * Percentage of Ald,;Cal9ula^^ 

- G^^^^ on C^unt/ Libraiy Alpf)^ 
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125% 
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Rresentiy, state law provides for not more than 250 per fcaplta to eljglble ijbrato 
meeting the minimum requiremerits forilocal effort; If the llbfary's Ipcal flriancla^ effort 
Exceeds th4 minirhUm of $2 per capita or one-haW 

whi^Wer is less, it is eiigibie to receive up tp/an ad^^^^ for each doHai 

expinied ikexcess of the $^^^ 
pet'capitaioreach person living, i 

- ihe exkct amounts ivallabfe from the statea^^^^^^ " 
^hnu4l appropriation for tKeWrposa of libt^^^ 

There are special provlsiorS for county libraries merged or conjoined with local 
libraries covered in Section 303(3) of THE LIBRARY CODE. ; • , 

OTHER SOURCES OF REVeNUE , 

When local support and state aid do not raise sufficient funds to maintain good 
iibrary slices, it is the job otthe trustees to work for a better base locally and at the 

A number of libraries have been creative in augmenting funds. They have f-aised 
money in a variety of ways: gifts and memorials, endowments based on legacie?, 
special projects like book sales, lecture series, art shows, etc.,, as well as foundation 
support for specific program's. 

Pennsylvania has Foundation Centers irt the Free Library of PhiSa^elphia and the 
Hmm^ Library of the University of Pittsburgh. These centers will provide mformation 
on foundations which may be sources fdr funding for a special project. Consultation is 
by af?pointment only. * • - ^ 

LSCA - The Federal ContributSon . 

The Librkry Services and Construction Act began in l956astheLibrary Services Act 
designed to demonstrate public library services to rural areas lacking' them and to 
•improve the quality of services offered. In 1963 it was renamed and extended to include 
urban areas. Funds Congress has allocated to this program have been distributed to 
the states *or purposes debmed important in and by each statef. 
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;^;yn0f i |ektending and Improving .S8n/ices),^,ih6 perisentage of ti ,# U;Sr 



t^S K?-irxCbu|ities*a^^^ and83%pftbepbpula^ 



$|f : ':i^enrg^lyanl|^^^ title I jfipney to dp plarinihg. fclci wprksh^ps, support special 

^^J^r^^pfftlcfpa^^^^ tg n!0wpfks trid other activljtles^almed jmpfoVed services. I^uhds. are 
^7t7lM^b6!^^»^^Qrpr\4!^s established by ;.iethe Federal Advisbi^'Couhcli ^hd the State 
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Iv. ~ .i!i§P,i^l!Unds have alsd been used in Pehnsylyarija for ilbfary seryJces to the physically 
|v ;Kand|ca|!f3ed (large pririttjopks, speclalized:€K?u)pnrient^^^ 
Iv^T L r^s||^nt|^pf^ta^^ 
a#d:r|sj& 
_ a^^have.w aging and persons 
\'_^^ejt?^d.^u8[hg'spme-cf 'their Title I ifundS-^^'-strjengiftert^^ 

s..- . f jtiQ |j|;^jntgflji3j.a|ry cooperation) funds copp#atlve efforts InvAlylng public^ school, 
a^^Beriilb and special libraries. Network planning and grpvyth, TWX ^^^^^^^ 
Instaliatlons and delivery systems have been favorite uses for these funds. 



, Title ly (Older Reader Services) has never been fuhded. It was enacted to provide 
library Service for the elderly, including purchase of special material, payment of 
yiarles for the elderly who wish to work ip libraries, providing in-homo visits by library 
' steifl and furnishing transportation to thfe library. - • ;. 

'""■/' 

Tt\e Li:bral7 Services and Construction Act is up for extensipn in 1977. pongress has 
shown considerable interest in its continuation A new emphasis on aid to* large urban 
, jibrarieS has been added. If extended and then funded by Congress, ine states will be 
able id continue to select service^ and projects needing the infusion and support of 
^federal, funds. ' .■ , 

Infofffiatfon on how to apply for Pennsylvania's LSCA funds la Jent out 
!iBr|i|i|8 annually by f lie State Library. Additional iriformaiion is available from the 
distHct library centers.' . ' 

Wjieh funds are, scarce, many librarians siriiply 'ework the previous budget, adjust 
'sorneJtems and hang onl , ' 

The fTiaklng of a budget can be more exciting, instructional and productive.than that, 
. and trustees are the ones who can make the budget process what it should be - a 
realistic spen.dlng plan for a year of advancement tov/ard the goals and objectives of the 
library. ' * . . » 



•UsInV.^aform comes last, aftep a!I the discussi^. dreamjrig. yvrangllng ajid 
debi^feaking.ThefcVrm will not re^^^^^ 

:and>the.dlf«culj dropping of good ideas. The board's records Shoul^^show some of the 
^itb^^ss^af reyucing,p!a asuggestedprdcedure for developirig the: 

■ ■ B4gin well in advance of deadlines related to your' fiscal year 
' . • Evaluate the old b.ucjget Did, it "buy" what tlie public rieed§# Did 
support the pliins of the board? How much Was needed ancl for What^ 

- PrQvidefdrthepubllcandtheFStaff tohelptheboafdjW^ 
staff shbuld beencouraged by theiibrariai^and l5oard to^^^^ 
neVi/ programs and services, the public shdaW beiasRed to doTitribu 



thinking 

Set up several meetings* at whicli to taik 
about theJHjirary'slprbgreB^ancffiowi 
r^mted to thfe nextb^dget/L'bok:M^hevtfj 
programsV estimate "costs and let them 
compiete with older sjervices^ 
Talk about salaries early in the process. 



taken; and analyze them for new, 
ideas and priprities, _ 
Consiilt munjdpaj ,and school 
officials. Let the library's publicity 
sail for public participation. Hold 
lublic meetirig based on goals, 
e Rfecheck the annual report and 
theconclusbn^which went intoit. 

Encourage the staff to wfite out 
fdeas, estimate their cost and 
present them to the bcfard. 



Hp|w ff bo IT 

^ Ask the librart^ri 'ti> hpjd a-.staff 
- meeting at Whicii th©^ bbard setst 
out Its procedu re and encou rages 

I aifv ow«v.v-c,.«..^- V.-. "Input."" ./ / 

Make"thrSc'"de^^^ so 'Jou^EUIU Look at the sun/ey; you have 
know how much money is reW^ 
available. \ . ^ 

Look at every item as though it were td b 
purchased by .a user. How essential Isr 
new water fountain compared to extra 
copies of popular fiction? Is a new 
parking iDt<essentjal to convenient use of 
the library? Are non-readers welj sen/ed, 
through programs and-events? 

Earmark a small ,surti for -a small nqw 
program some staf f member wants to4ry; . •. • 

a Compare your budget decisions to your library's plan and its goals an^t^ 
, Objectives. ' ' " ' . ' 

• Project next year's problems'. If you must have more money, where is it to 
come f rom'J-Does the need for a new building become suddenly sharp? Is 
■it going to,b6 possible to Increase §taff? To be open longer hours? 

• Review the completed document for its "selling" points. Be prepared to 
explain it and to interpret it in terms ^of community needs and 
expectations. — ' .- . 

• Don't hide the budget. Tell the community what, the budget will 
accomplish and how difficult it was to arrive at a balanced budget when 
there are so many activities and services the library is expected to dd^ 

. wants to do. ' . - - ' 
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. ^ • Pfe^are for next year; Dp you need an «artier start? Are there Ijetter wa^ 
. to c6nsutt staff and public? Should projects be studied throughout tne 
^ . ■ ;yy sjp they can b^ pyjgged in as funds ar e-ay^iiiable ? / , "* 

^- • Consider the extra time well spent, for trustees now have a better 
' ^ • , Uliderstandfng of money rnatters, s.taff is happy to have been Involved and 
• ■ - / tHefplpture of sen/i^^^ . - , 

' |h4fpHowIng budget form can Sji lised fqr planning purposes. This formHs based 
$if|Bie f (nap^i section of the annual repdrt r^ulred^^b^ 
ai^iMi^^ Public Library; Aacouhting - 

/Wanua! by LavenW 



: dj^int[n0;gx{>endltu " ' \ « ' ' 
: 'A.;3alayM ancl wages . , ^ ^ . /\ 

Salaries arid wages, libj-ary personnel v./] 

^ 4p1 (Sy Safaries and wages, maintenance personnel « 

410 (3) Unemployment taxes ' " ' ' 

41 1 (4)-Employer's share of sbcFal security taxes 

415 (5) Employe benefits, pension ' * , . 

' 416 (6) Employe benefits, insurance ' . ^ 

{7) Total salaries and wages ' 26. _I 

B. Library materials - - 

420 (1) Books ' • ^ / 

421 (2) Periodicals . • ' ^ 

^2 (3) Audiovisual .materials ■ . ' 

, 423 (4) Microfilm^ " 

424 (5) Binding, rebinding, mending 

425 (6) Other library supplies and materials 

(7) Total Library materials 27. 

C. Other operating expenses 

444 (1) Furniture and equipment replace'meht 

448 (2) Insurance 

• 450 (3), Interest on loans and mortgages ■ 

454 (4) Maintenance, building 'and grounds " 

466 (5) Maintenance, equipment 

, 38 , 
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46d;:(6):pffjc4;s^^^^ * ^ ' \ ^ 

tJ'^^:'. '^^l(^j*osiag6<and freight 

" ^4M^(9VTfayel.. conferences , . I ' 
47iB^(ib):;qtiiities' ' . 

> /'Itl); Other eXp . * . ' 

^^ r . . . • > ;.{i2) total other operatirig expenses 
- ' > ip. tbtapoperatirig expenditures A{7), B[7) and C(12) 
?'f-> ; Capital-expenditures: 
150 (1) Land 

^^^-^^.Qjjll^j^gg. construction " • . 

, \ -major alteratioB 
addition ^- ' . 
" 1^2 (Si library Turnityre and equipment ' . 

153 (4) Automotive equipment 

154 (5) BQo!<mbbile • . ' 
(6) Total capital expenditures . 

F. total operating and capital expenditures 

G. 4Q5 Principal paid on long-term*borrowing 

H. Transfers-out of the general Federal State Lpcal 

•• money nioney. money 
operating fund ' . 

490 (1) To other funds . • ^ 

492 (2) To other Jibraries — ^ — — : — 

(3) Total transfers out 

J.' Total of all expenditures (F. G and H(3^ • 
jficom^: Operating , . • . 

A. Source ^nd arfiount of municipal appropriations 
" . Name of , county ..school district and/or municipality 

"(1) — : — ' 

(2) ■■ 

(3) __ y== 

.(4) ^ ■ 



28. 
29. 



(5) . - 

(6) -r 




Total 
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304 (7) Total muplclpal appropriations 

B. tli}Qbm§ from other local sources 
330 (iybividend Income 

(2) Interest Income 

,356'i[3) Fines • ' " ■ ' • . 

;l35t {4KNoh-resiaentfe^^ '« 

•T352 (5) Lost book charges, 

,353^(6) Profit from merchandise sold (e.g., 
- . books, postcards, etc.) . , 

^ 2^ (7) Othelr charges and rentals 

■360 (8) Gifts arid fund drives 

370 (9);MlsCeHaneous Income ; 

(IjD) Total Income from other sources 

C. Income from state aid 
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Di Fncome from federal sources 
300 (4) Total Income from federal sources 

E. Total income A(4), B(6), C(7) and D{t0). 

F. Proceeds of long-term borrowing: Money 

borrowed during the year and not repaid. 

250 (1) Notes payable 

260 (2) Mortgage payable ' 

• ■ (3) Total proceeds of long-term borrowing 

G. Transfers Into the ■ " Federal State Local 
general operating fuYids. money money money 

- 390 (1) From other funds j 

392 (2) From other libraries 

(3) Total transfers in 

H. Grand total income for operating expenditures 

(total of E, F-3. and G-3.) 




c &|iann0yarila Standards are minimum levels of achievement or performance which* 
S J|rafe#usi m In order to qualifi( for state aid money. They were designed to 

vlSh^^ehnsylvarila LIBRARY CODE charges the State Library and the State Librarian 
v^^v^o dpun^t local libraries on minimum standards for number and quality of library 
vstaftre^ources of books and other materials, location of new libraries, hours and 
-#yslcal?facllities.'' THE CODE charges the Governor 's Advisory Council "to promul- 
iat^^les and iregul^^^ for' the approval of plans for ' 
'itfie!?us.^/dMtate fund^ .- 



M 



in :&ccordance with the CODE, minimum standards 
':haye tbeen established. for local libraries,. district 
^certters and iWry systerns. The law gives libraries 
:fiV| yjear^ the date of first participation in state 
aijj/tp ^e^^ stan,dards. The penalty is withholding of 
:slaWaid. 



The Governor's Advisory 
Councii 

TnT Advisory Council on Library 
Developmerit has 12 members ap- 
poirilec} by the Governor. Three 
members must be trustees of local 
libraries, three professional li- 
brarlaris and six laypersons* The 
Secratary of EducatiprL-a^^^^ the: 
State liibrarlan serve ex officio. 
Members serve^bur-yeartenns and 
meet ^ a Council at least four times 
a year. 



The standards relate Xo library governance, 
rnaterials, expenditures, staff, sen/Ice, facilities and 

fbarticlpatlon in the Pennsylvania library plan. The__^ 

standards are minimal, andlihrarids are encouraged to exceed them at the local leye 
and to provide a level of sen/ice adequate to meet the needs of the particular 
community: Overall, the standards establish.a floor for library service and achievable 
goals. In attaching eligibility for state aid to the achievement of standards, the intent is 
to guarnatee a minimal local support and sen/ice to be supplemented by state 
assistance. State aid is not Intended, nor can It be usJed, to replace locai support. 



Local Libraries : In approving or disapproving plansfortheuseof state funds by local 
lidraries, the dacision of the State Librarian is determined by these criteria: 



1 , System Participation. The plan must inciude^articipation in a cooperative system 
of existing and new libraries,' organized around a 
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district library center, and the library niust meet 
minimum standards of system participation. 



System participation in this context 
means that tlie local library 
participates in its district center 
program. 



2. Achievement of standards of .sen/ices. The plan 
must lead tov/ard reaching these standards: 

a. Structure and government. The library must have a clear legal basis for 
establishment, organization and financial support. 

b. Board members must be appointed by the .municipal officers of the 
• governmental unit or units from which the library receives its public funds. 
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ijifC;^' - 5 J A:Pf PMlftiori of lOj public library. 

- , . ^^^"^^^^ af^nual operi^^^^ of $15,000 or 



, ^r^e\|j|fai^tniust be an ihf^faj pari pHccaljg^^erhm©^^^ 
If ihi (ffar&ry r^celvis state. fund^,;tile;fnuo 

tHf fibfary asrtbe^^ "ofthe rnuhtcipa^ arid the 

4[M|y bpardsha}! pa^ a reisdjutlph icc^pj^^^ 

i^*: .^^ .* .W'i^M^ic libra shall report: annuaiij^ ta^^^ 



. Sf The libranf b^^^^ 4 

. \ \ ^irt tire di^tict librsiiy^^ ^ . '^4;^ 

if £ ' h. The fuhdbn of the library^ . ^ ^ 

, , cleany differentiated In a: W - - V 



■3; >Seh/!ce.r Library service shall be as follows: | 

a. the library shall maintam weli-planned hpurs of senrice. 

b. The library shall ^tabllsh a regular schedule of hours which permits all 
citizens of the community easy access to the materials and services of the 
library. 

c. The library shall be open for service weekly in accord with the following 
minimums: 

• Population . Hours Per Week 

10,000-24.909 . 35 
25.000-49.999 - 60 

60,000 and more 65 

d. the library shall complete and submit within the prescribed time limit the 
annual report form and other forms required by the Bureau of Library 
Development of the State Library. 



4. Library materials. Library materials shall be gove:ned by the following; 

a. The library shall have a written statement of policy covering the selection 
and maintenance of its coilection of library materials. 

b. The library shall provide a weff-balanced minimum collection of VA 
currently useful book titles per capita. 

c. The library shall receive a balanced collection of currently useful 
periodicals in accordance with the following minimums: 

• Population MIrilmum Titles 

10,000—24.999 50 

• 25,0(^>— 49,999 ■ 75 

60,000 and more ^^'^'^^ 125 
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^^5r ;PCTSOBheU The retaining of library personnel' shall be in conformance with the 

;fdtevvin|if- - • ' ..... - 

- " a. The library shall have a written personnel policy. 

b The library shall be administered by a head librarian certified as follows, 
' *exceptthatno'jibraryshairbe.deprivedpfstatealdbecauseofhavmga 

noncertified head librarian appointed prior to January 15, 1970: 

Retjuired .Gertif ication 

^ Population- - - ofHead'Librarian 

qJq qqq . Library Assistant 

10C00--19 899 Provisional Librarian 

20:tJ00 and'more. Professional Lit)rartan 

c. The library shall have a paid qualified staff member (full-time or 
" equivalent) for each 3,500 persons in the service area. 

Mhlmum stana^s for Pennsylvania library systems and those for district "ibraiy centa^^^^^^^^ 

- be^rdevelop^dgivenpreliminaryapprovalbytheGoverno 
structural system is being wofl<ed on. 



HUMAN RELATIONS AND AFFIRMATIVE 
ACTION ^ 

Libraries need to abide by federal and state laws that prohibit discrimination in 
relSo hiring, promoti^^^ and-wages and all other working condit.ons^of 

Snpioyrnent. It is illegal to discriminate on the basis of sex. race, creed color, religion, 
^qe Sry^o^^^ origin, individual life style and physical handicap. The lavvs 

apply To a l%si In the Hbrary. Stated policies and practices of the library should 
demonst^te that the library board and staff makd every effort not to discriminate. 
Ser I bran/b^^^^^ have responsibility for determining deficiencies in their policies 
and adopting a^^ implementing a plan to make corrections. The Pennsylvania law 
governing this is Human Relations Act. 1955. October 27. P.L. 744. fs amended 9o1. 
February 28 P L 47; (43 P.S. 956 et seq.)- Also applicable are regulations or Title 16, 
?hapte749 of the PENNSYLVANIA CODE, and Title VI of the Civil Rights Act of 1964 
(P.L^ 77-352), as amended et seq. ■ ' ^ 
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ET THAT£DIFJGE 



! 



In |i^%inea|l^^^ becomes a Httle crampe^ nQt}ceablyst;na!l8r than what 

3fiQSf|:^E^Milnto it then t b^rds are faced^wlth a decision: t6 build a hjBW building, add 
In^P^ov^ the present jsuilding, hunt for existing spjace that can be 

X^|Bh\0^eciiQ|-f{h^^^ 

, "j1|il^s|^fQf^^^^ of coyi^e, for cdhsttuctjpn takes months of 

'1pl|nnl||^,^^ f inarciqg and Is a complej^tjndertaking br the whole community. 

ig|i|ipN«s- TO syiLD / ' ■ 

% llbrlfy should expand untlJ it h^s explored alternatives, estimated costs and 
BfeHmlnary discussions can be held by the^board and 
ln|«i^t InfargM^^ lay persohs.but a.ma/orbUi^^ 



:iOWjV^ f !|enjthw^ of thof45ugh pianhinb. 



Mil?y 'Jbraries turn to a buil<|lng consultant, who is;generaHy aijibrarian who has.* 
ex^flence In building projects. Names pf persons regarded as qualified consultants 
life avaiiable through the district'library center. i 

if a building consultant js contemplated, the board should negotiate on the duties 
and functions of the consultant and the fee. The usual services of a building consultant 
are: ' ■ i 

® a study of the present library and its space needs and service 
requirements " ' '; ■ . 

« an analysis of the study with recommendations for the size of a new 
library . - 

« recommendations on the allocation of space. |For example, the 
consultant will suggest how much space is needed to meet standards for 
number of books, perrodicals, etc.) * ' 

"I ' • discussion with board" and staff on service expansions and 
recommendations on how to accommodate these in a nev/ building 

« estimates of square foot costs of the new space. (If additions, , 
conversions, etc. are involved, a consultant will evaluate these solutions 
as well) ' • 

® studips of access to the library, including location and parking 
consultation with the board nn available options tb gain space 

wmm momon to deoicatiom 

fn Pennsylvania, the law provides that the question of raising bond money to build a 
library must be submitted to referendum upon the petition of 5% of the registered voters 
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SSt^murucfcality presehted to the municipal pfficlals, Tho|e pfftcials^hen sche^ 

lihei^fedum « tiext ^^^^^^^ 
■ • - ••■ •»»^~"t,referendi!rn; (unless IndelJtedne^s exceeds 25^ 




X^litfieSsdurces iof funds should be explored, including direct appropriation i^r^^^^^^^ 
.mliaW^^ fMrids and gifts. Some libr^^ ra«se tunds ^ 

fcontributonsibr^^ 

•-•^spectaBiilrms / 
TlfiaSferendum 1^ citizen group (perhaps the Friends^of JiefU 

needitd carryihe ball. Such a group should jilan a carTipaign,;ralse f undsjp ca^^^ 
^andiprdvide volunteers to carry the message: to indlviduafs and grpupf thfpugho^^ 
af^a Jhis is a specialized phase of the total building pfpgran5; E)tc?llem advice and 
i^rmen^material on these elections can be obtained on iiiter ^^^ loan or from the 



If" 

fee , 

If:. 
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idfsilct iibra/y c'enter 



GET, ADVICE FIRST. Ask the 
district jitjraryceriter 



Once the source of funds is determined, the board can pfopeed With firm planning. 
The usual steps tov/afd a building are: ' u 

• the preparation of a statement of wh^t the building will do. This can be 
based on the material developed by the building consultant, or on d self- 
study involving staff and board. / 

. © the translatioji of the building staterr.snt into ah architectural plan by an - 
architect hired for the job. this involves a numbisr of meetings with bpard 
. and staff until consensus is developed. Rempmber the involvement of the 
mudicipality! 

©. the drawing of f inn plans and specifications for the building.^ 

• putting the plans out for bid, followiiig legal requirements. 

9 accepting bids, signing contracts and authorizing the start of the 
construction. . . 

© following progress of construction under the supen/ision of the architect 
and such other personnel as needed. Building officials are useful here! 
' « planning for the organization of the interior, the decoration and' the 

landscaping, and letting bids as needed. 

• scheduling final inspections, moving day and the coming together of all 
. equipment, furniture and services. 

« planning dedication ceremonies. 

© paying final bills and auditing records. 
Important personnel involved are the library board and staff, the municipal officials 
{who may take over many details), the architect, a lavyyer to draft contracts and handle 
details to protect the board and assure completion; an insurer to protect thp 
community's Investment and contractors for services other than construction, 
. Building a building is complex and places a responsibility on the municipality and 
library board. Howfever, the process is exciting to the community, insures interesting 
public relations and results in the space needfed to fulfill the library's service obligation 
to the community. 
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;^69pefatf6n librarians Is nota nevy idea, but it is one whichiig much discussed' 
3ere af6 reasons: ^rieed for imprdved services,, tight budgets, iricreasing 
liJemands f^^^^ ihcreasing cp$ts of materfals ahd personnel,.and lack of 

::|||c| 0^grpwth are the fact thatibere are constraints that lifnjt.vy 

;;§qji||;f ion^ m libra: ieS to enfer into cddperative prbgrams.Cobp^ 

;ng!:^ aj^jvay ta in th^sen^^e that th;^ library ca 

i|HpUid?help to^^^m 

/p|nnsy|vanif public libraries are invcived/fqXmaily or rpfprrria^ 
dozen bSjoj^^^ in the state; in addition to tjie 27 distfjctlb center 

PTP^gra^t- These include statewide programs such as the: ihterlibra^^^^^ . 
|i^d?the;jM^^^^^ Regional Medical Libraiy SeNce; regional programs.s as 

^PAClP^Et (Pehrisyivania Area Library Netvyprl<) and the Pittsburgh Re^iohai Library 
Gftriier and programs organized on a local or two-county ba^is, |hforniatiori on all of 
j|^m Is contained in theifetate Library^s 1976 INVENTORY OF PENNSYLVANIA 
illBHARY COOPERATIVE ORGANIZATIONS (copies have been distributed to each 
public library in Permsylyania.) Typically, these organizations and others like them help 
the member library to increase the scope and extent of services it c^n offer to its 
clientele. Interlibrary loan arrangements permit one library to borrow from greater or 
more specialized collections to meet specific patron requests. The statewide delivery 
sen/Ice can be used to send materials in injterlibrary loan. Many libraries make informa- 
tion about their holdings known (and at the same time are able to find out whj,ch 
libraries own works they do not have) Jiirough listings in union catalogs, at the county, 
district or mufti-district level. Unloncatalogs may list books, periodicals currently 
received or held, and films. 

Some cooperative groups have arrangements under which a person registered as a 
borrower in one library may ifreely use another. Some of the cooperative groups share 
human resources: staff assists^ members in activities related to the organization 
program, o" personnel employed at one library may act as cpnsultants to others or 
direct workshops and in-service training programs. 

What does this have to do with library trustees? Trustees are responsible for policy 
and setting long-range goals for the library. They need to be fully informed about the 
needs of their constituency and of ways to meet those needs. They should know about 
the cooperative grpups active in their area and the pptential fpr increasing service 
through cooperation. The district library center's consultant librarian can tell them 
about such programs and give guidance as they consicler what is best for their libraries. 

46 ■ 

ERIC 41 ' 



I irrBtoEGTUAL FREEDOM AND 

" / Ipfellecttial freedom is the phrase used to express the concept 61 access to many 
: / "kihd^;.<if;ihbUgbtSi , f 

. ' , * libraries are the tra^ custodians of the history and intellectual expressions of 
^ -meri and Wbmen, both popular and unpopular. To safeguard access to tfie widest 
possible variety of resources, libraries usually adopt as policy these two documents: ' 



SItbrarg lal nf Itsto 



The Council of the American Library Association reaffirms its belief in the 
following^basic policies, which should govern the services of all libraries. 

1. As a responsibility of library service, books aiad btheiLlibrary mate- 
rials selected should be chosen for valiies of interest, information and en- ^ 
lightenment of all the people ai the community. In no case should library 
materials be excluded because of the race or nationality or the social, .poliU- 
Qal, or religious views of the authors. 

2. Libraries should provide books and other materials preseiiting all 
points of view concerning the problems and issues of our times; no library 
materials should be proscribed'or removed from libraries because of pariisan 
or doctrinal disapproval. 

. 3. Censorship should be challenged by libraries in the maintenance of 
their responsibility to provide public information and enlightenment. 

4. Libraries should cooperate with all persons and groups concerned 
with resisting abridgment of free expression and free access to ideas. 

- 5. The rights of an individual to the use of a library should not be denied 
or abridged because of his age, race, religion, national origins or social or 
political views. 

0. As an institution of education for democratic living, the library 
should welcome the use of its meeting rooms for socially useful and cultural 
activities and discussion of current public questions. Such meeting places ^ 
should be available on equal terms to all groups in tlie community regardless 
of the beliefs and affiliations of their members, provided that the meetings 
be open to the public. 



Adopted June 18. 1948. 
Amended February 1981. and June 27. 1967. by the ALA Council. 
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THE FREEDOM TO READ ' 



i 



A jblnt Statement by the Amferican Library Association and the 
Association of American Publishers originally issued in May oV 
1953.. . 

(The complete text Is available from ALA, 50 E Huron St, Chlcagoror the Association of American 
. PJjbllshers, Inc., 1 Park Ave., Nevif York, N.Y. 108^^6). ' 



It is in the public .Interest for publishers and 5ibrariar,s to make available the widest, 
diversity of views and expressions, Including thosfe which are unorthodox or 
■ /unpopular with the majori^^ - a" / 

2- %i)!|f\hers, librarians and book sellers do not heed, to endorse every idea or'" 
j^fesentatlQri contained In the books they make ayailabie. It vyould conflict with the 
public interest for them to establish theic own pblltical, rrtorai or 4i3sthetic views asa 
standard for determining what bqcks should be .published or circulated.- 

3. It 1^ cbritrary to the public interest for publishers or ftbrarians to determine the 
acceptability of a book on the basis of the person, I history or political affiliations of 
theauthor. / 

4. Therp Is no place in our society fo; efforts to coerce the taste of others, to confine 
adults to the reading matter deemjed suitable for adolescents or to inhibit the efforts 
of writers to achieve artl.stic expression'.' 

5. It is not in the public interest to force a reader to accept with any book the 
prejudgment of a label characterizing the book or author as subversive or 
dangerous. . 

6. It is the responsibility of publishers and librarians, as guardiahs of the people's 
freedom to read, to contest encroachments upon that freedom by individuals or 
groups seel<:jng to impose their own standards or tastes upon the community at 
farge. « . ■ 

7. It is the responsibility of publishers and librarians to give full meaninggto the freedom 
to read by providing ijooks that enrich the quality and diversity of thought and 
expression. By the exercise of this affirmative responsibility, bookmen can 
demonstrate that the answer to a bad book is a good one, the answer to a bad idea is 

. a good ope. j 

NOTE: "Books" asSo^ in this statement include ail kinds of materials acquired for 
library use. 
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THE BOARD'S BUSINESS 

\n Pennsylvania, a library board has an Important first step: to develop a written statement 

The clarity of this statement (which is a poiiby of the board) helps board and l.brananlo, 
move meetings by arranging agendas to carry ouf the board s functions. 
The business of the board at its regular meetings should be: . 
to discuss and decide policy issues 
. • to carry out legal responsibilities * . . ^ * 

• to 'hear and ask questions about what the library is accomplishing in its day-to- 
day functions ' ' . - ... u I * *^ 

e to assist the librarian involving problems.. especially those which relate to 

community needs and opinions 
o to review financial progress and the implementation of the budget 

• to work toward excellent library- services , 



THE ROTATING TRUSTEE - is not a whirlwind, but a provision many libraries 
^TaL to bhng new^^^^^^ to the board. Many local bylaws provide that trustees 
sen/e a limited number of terms, returning, perhaps, after an interval. 



Special Meetings: . 

Special meetings of the board may be called as determined in the bylaws or by setting them 
at a regular meeting. 

The Sunshine Law: ' 

The Pennsylvania law on open meetings (the so-called "Sunshine Law"). Act 1-75 has been 
•nterpreS^bHhe Legal Division of the Department of Education to requ.rethat. when pubhc 
iffiLs have been designated by municipalities as their agencies the t.ardsV directors 
IsTmakP tLirmeeLgs open \o the public. Meeting notices f e a^^^^^^^^^^^ m he 
newspaper at least three days prior to the meeting and also be posted at the principal office 
of the agency or wherever the meeting will take place. 



POTENTIAL TRUSTEES t should have access to this handbook and the library's 
cdiection of reading for trusteeship. A member of the community 'nterested m 
bSng on the board ?an read about the real job of serving as trustee, and potential 
appointees can explore and prepare for the job. ^ 
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^ample Agenda for the Meeting of a Local Library Board 



Board functions translate neatly into this sample agenda for a board meeting. (The board's 
agenda Is developed by the board president and the )ibrarlan and arises from custom, 
suggestions from board and staff and routine. The agenda is prepared in advance and mailed 
or distributed with written reports prior^to the meetings). ' 

(NOTE: Many boards include a special agenda item for any cornment from the audience. 
Others allow the' public to participate as items are c&nsidered). 



ORDEjROF'BUSlKlESS 

1 . CallHo order and recording of attend- 
ance. Determination that a quorum 
exists 



COMMEKTa 

\ ^\ 

there is an audience, it is a courtesy to 
ca|l the roll or to have name plates. 



2. Minutes of the previous meeting. 
Call for any corrections or additions. 
Motion to accept. 



3. REPORT OF THE LIBRARIAN- ' 

a. Library' activities £.nd general 

progressJ 

b. Problems to hare with thebocrd 

c. Feedback from the communuy 



4. REPORT OF THE TREASURER 



Copies should have^^f a mailed with the. 
agenda. It is not necessary to read the 
minutes aloud. Corrections sh6uld»be: 
carefully recorded and read. Remember 
that actions cannot be ch9nged_flr any 
subsequent happenings added. 

a. This "reporting" should be early on the 
agenda because it is basic (o dis- 
cussion. 

b. Problems requiring babl^round in- 
formation, such as repair.^mates or 
budget shifts or staff requirements'' 
should be explained a§ part of the 
mailed agenda. 

The board should receive' stahdardize^ 
financial reports, regularly with the 
agenda so that questions can be spotted. 



5. REPORT OF THE PRESIDENT AND 
TRUSTEES 



Trustees should report on.their activities, 
including meetings attend^ and 
community contacts made. 
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te> :4!^H0L-IGt iRRQBLEMS: operating 
fr^-J ^ ^ptSj^tt^-yA\\c\i.mQy; require board 




^%lsi:.Vpi2A^iNiNG: re^ of committees: 
^ /(ji^rnpie^:>the bdard wants tp'cdnsid- 
;;er tibbkrhofeUe^ servic the next 
#'i - . : tbud|i. /A; staff/csmimunity/truirtef 
|^;« ~ = ; ' ' cbiWmite^ a prelin».r 

^x :: tlhW^rei^ort >f Its feasibility study...)^ 



^4 OLD BUSINESS: 
n^r . . (ExsimRle^^^^ deferred, an 

evaluaSonofthe public lecture series 
' ■ Tan.trili staiff. re^^^ can be made) , 



9. NBA/ BUSINESS: . 
p; ' ;(Exasipte: Mr. North suggests we de- 
fe. • ^ ilitolne How manylrustees will ^ 
te • teridtog Tuesday's w6r4<shop. The 



1/ 



Chief of PoilqaMl be with us todls- 
i-^ >cuss the laws on~-theft of library 
.hiaterial). 



,6- 



5 -^vj 



Librarians and trust^^ should/Hbe 
enQoUraged lb evalu 
and to r^corfjrtiehd" chsing^^ and up^ 
dates. ■ \ r ■ ^ " ■ 



Future concei-ns Identified as part of th^^ 
pianhlng procesis shdutd be wdrked on bjf 
cpmrhittees or the board as a whole 
* •brought to meetings as the work 
progresses.^ . - . * > 



' Usually a category for fihishing off an* 
Item, compietirig actlori. Each^ltem of: 
old business should bd listiad by "title" 
and status. ] . . 



Courteous trustees wllfteil ^e president 
• what Item of business Is tb Be raised. 

1 . . ^ 



10, "business FOlr?THE NEXT 
lk>\ AGENDA 



11^ ANNOUNCEMENTS 



\i2. ADJOURNMENT 



1 ADJ 
1^ \ to a 



to a date, time and place 



This agenda listing can be used to 
suggest new topics or ask foranswers to 
questions requiring some research. 




The meeting should be adjourned to a 
certain time. If the regular meeting Is 
rufining long, it Jan be adjourned to a 
tirie earlier than the next regular 
mieting, at which time the agenda would 
be completed. 
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^ Sdmmlttees of the Board: . 

iMbst Hards will at some time wish to have some detail work done by a committee to save 
. . of the full board. Meetings of board committees may come under thaSuhshlne Law; 

89>lt jSi^ to follow legal requirements for calling and posting such Jneetlngs. 

Qonfirilittees need to remember that they do not make decisions for the board, but rather 
wp|1(.out.recpmmendations to give to the board for its decision. 

Writteb reports are best and should, whenever possible, be distributed in advance of the 
bdard. meeting. • . 

THE ROLE OF THE BOARD'S OFFICERS: 

Each member of a library board is co-equal with the other members. Officers are named for the purpose 
of ;expe"*'tlng the board's worit, but even the officers cannot speak for the board without permission. The 
• bylaws Should specify the general duties of officers, probably along the following iines: 

President (or Chairperson) : The president shall preside at the meetings of the board and 
shp!!^ with the llbrarlan.-prepare an agenda, and mail it to members o.f the board In advance of 
the meeting. The president shall serve as discussion leader during the board meeting and 
shall encourage all members to participate. The president shall sign official documents 
requiring signature and may represent the boerd in public and official capacities as 
Instructed by the board. The p;esident has one vote as a member of the board. 
Vice-President (or Vice Chairperson) : the vice-president shall preside in the absence of the 
president and shall perform such other duties as are assigned by the board. (This position is 
hot required by law). , 

Secretary: The secretary of the board shall take the record of the meetings of the board and" 
see that the minutes ar©t prepared and mailed with the next agenda. After minutes are 
. approved, the secretary sha!l see that a permanent and correct copy Is made available for the 
atehives of the library. The bc-d shall^determine, In a policy statemer^Jjow minutes are to 
be distributed to other than board members. Minutes s^iall be madeavailk)le for public 
lijspectlo'n as soon as they are given to the board. Tfi^ secretary shall sign suc^ocuments as 
require the signature of that p,osition and perform suph other duties as arewsslghed by the 
board. ^ • > 

(NOTE: Some bird's name the librarian or a staff member to serve as secretary. In that case, 
the board member secretary should keep check-notes. The board should ask if it wants its 
librarian to be burdened with this job unless a tape recording is made and minutes taken from 
It. VERBATIM minutes are used only in rare circumstances. Minutes should represent a 
simple record of the meeting with clear identification of the actions taken). 

TreasYrer: The treasurer's role varies with the size of the library. In small libraries, ther 
treasurer may keep the books, deposit funds, prepare reports and even write checks or 
vouchers. In larger libraries, the treasurer is a legal officer named to assure that financial 
operations are boing properly handled. Bylaws should outline the specific job, and the law 
requires appropriate bonding. 

All trustees should feel free to bring up for discussion any Items of Interest or questtons. Trustees who 
have Investigated the position before accepting appointment and y»ho have had an orientation need not 
feel "New" norreflcent. 
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Book and Materials Selection: , - 

Pennsylvania law leaves bock and materials selection to the local library. For example, the 
law prohibits the State Library from making any rule which would "prohibit the inclusion of a 
particular book, periodical or material, the works of a particular author or the expression of a 
particular point of view." 

Libraries should have a policy statement determining the a\jthority of the librarian to 
acquire-materials and the basic principles upon which s election is to be made in the local 
library. . . 

Libraries also need a simple method of dea!ing with any 
challenges to the materials selected. Ordinarily, the 
library sets up a procedureby which a patron may make a 

complaint in writing, discuss it with the librarian and then u u* • ^ 

with the board if necessary. Assistance in handling any censorship attempts can be obtained 
from the distnct liKrary center, the Pennsylvania Library Association Intellectual Freedom 
Committee Chairperson or the Intellectual Freedom Office at the American Library 
Association. 



SAMPLE SELECTION POLI- 
CIES are available through j(he 
district library centers and tne 
state library. . * / 




Governor's Conference 
on Libraries and 
Information Services 



In the fall of 1977 over 400 citizens from throughout the Commonwealth will answer 
the call of the Governor to focus their collective attention on library and information 
services in the state and nation. Specific recommendations geared to changes on local, 
state and federal levels will be acted upon by the delegates, who will then be charged 
with carrying the sense of the conference back to their commuajties. In add ition to this, 
delegates will be elected to carry Pennsylvania's recommendations to the White House 
Conference, to be held in 1979. . ' u ♦ 

Both Conferences afford all those interested in moving library services into the 2lst 
century intact an opportunity to reflect on what changes are most needed, recruit new 
talent and energy to the drive for quality service, and to forge new alliances m every 
town, county and state. u '^^u^* 

Trustees certainly form the nucleus of this emerging citizen force and it is hoped that 
they will exerc.se careful and dynamic leadership throughout this organizing process. 
The outcome will depend to a large degree on the dimension of everyone s 
commitment to change, willingness to change, and ability to share one of our greatest 
natural resources — knowledge. . • 
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S i^i^$TANPING THE LANGUAGE OF 
; ijlRAFtlAN^ i 

?: ■ The , profession p( librarianshig has a language all Its own. Understanding these 
K ' ;^9l*?"'Q9.t?rrPS trustee and librarian to communicate! 

^ ■ ' Aiecess ~ aVailabiiHv of the library and Its services to residents of an area served. In a 
:■ . larger ;s%h^; thp doiuty to reach sources df Information through a library and its 
poo^ratlye* link^ to other sources. . * . . , • . 

. " Accfedited.Llbrary School - a' college or university offering a library education prngmm 

■ *; meeting *andards of the American Library Association and officially accredited by a 

C9fnmittee qf ALA. Called "approved graduate Jibrary school" in the.Pennsylyania law. 

Bootc and Material Selection - the procesfs of deciding what to buy for. the library. 
; Selection is usually based on a p^icy adopted by the library board, the goals and 
I.* objectives of the library, use of selection guides such as^ose prepared by tlje 

Amefjcah Library Association, funds available and the skill" of the library staff in 
; ' meeting local needs. ^ • 

Call Numbers - the catalog numbers of :,n item pf library material, used to mark the 
I . . jtem, shelve it properly, list it in the card catalog or computer and find it for a patron. 

Cataloging - the process of assigning identification to, for example, a book so that it 
can bq listed in a catalog and located on a shelf for use by patrons. The Dewey Decimal 
and the Library of Congres^s are two systems for identifying materials. 

Certification - issued by the State Librarian to qualified persons meeting requirements 
; set down in the PENNSYLVANIA CODE. (Title 22: Chapter 133). Persons may be 

■ c&rtified as professional librarian, provisional librarian or library assistant. 

Circulation - statistics showing use of the library by a count of materials checked out. 
Also departmenj: or area of the library which receives returned material and checks out 
materials to the user. j 

Collection - a one-word terifi for the library's total holdings, the books, films, tapes, 
, pictures, etc. which make up the materials the library' has on hand for its users. A 
special collection refers to an area of specialization: for example, rare books, or local 
history or regional authors. 

Deposit Station - a public library service point in a community location such as a 
School, factory or store where a small collection of materiais> is established and rotated. 

Dewey Decimal System - a method of classifying library materials based on the use of 
decimals and developed by Melvil Dewey. ' 

Interlibrary Loan - originally, one library borrowing from a. .other in order to serve the 
user. Now; a system of interlibrary cooperation which allows libraries to put their users 
in touch, with material they needqo matter where it is in the many kindc of libraries in a 
state or nation. 
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- ' HbmwcOfiCongress - the libraTy In Washington, D.C. which serves the U.S. Congress, 
. ^ - iQ{ix>theraibraries In increasing forms of service. LC does cataloging while books are in 
^ Ihe buijlicatioh process so that catalog cards can be available.as soon as the book is 
- t^^rS^asediby libraries. Many libraries are using the LC catalog systenj In place of the 

•"^^■"^-'ijjflWfy^iSedinriai. - _ 

' MiiS--. the Master of Library Science degree..taken as a fifth year of study beyond the 
iabhelor level. Usually regarded as a minimum requirement for a professional librarian. 
itPennsyivanIa Issues certificates of professional librarian under several criteria. See 
PEiNiNVANIACODE.Tr«^ ' - ' 

Media - In the library worid. books and non-books. Often used to describe a library, 
such as a school media center. 

QCLC - the Ohio College Library Center. The computer ne^ork Pennsylvania libraries 
have joi/ied for such services as cataloging, interijbrary loan and bibliographic 
. reference. * 
PHEAA - Pennsylvania Higher Educational Assistance Agency, Astategrant prograni 
paying 80% of the cost of summer workers in non-profit agencies, 

i Processing - catoh-all term for preparing books and other materials to be made 
available to the library's users. Some materials are ordered pre-processed or ready for 
the shelf. Processing may include cataloging, preparation of cards, putting in book 
pockets and making protective covers. 

Resource Center - in Pennsylvania, one of four libraries designated as a regional 
library resource center. These libraries share their resources with other libraries in the 
stats and generally hold large quantities and many kinds of material. Each resource 
center orders and maintains collections in depth in certain specified subject areas. 

Rules and regs - shorthand terminology for rules and regulations Issued for the 
approval Of plan s for the use by libraries of state funds In Pennsylvania. These rules are 
.r developed by the Governor's Advisory Council. 

Serials - publications ihat are issued regularly in sequence, such as magazines, 
journals and newsletters. So-called because these publications carry senal numbers 
indicating volume and issue. 

Shelf List - a kind of catalog or inventory of Items as acquired by the library. This list 

may include the "holdings" of a branch library. 

Shelf Reading - literally the listing of items on the shelves in order. 

Union catalog - a listings of items. usuai(y periodicals, but often films and books of a 
number.of libraries which combine their^ lists In order to locate materials quickly. 

yeritcaHile- literally the upright office files used to hold pamphlets, brochif es.articles, 
pictures and other items most easily organized by filing. 

Weeding - throwing out. or otherwise disposing of books and other library maloriais no 
longer up -to-date or useful to the patrons of the library. V^eedlng keeps a collection 
current, makes way tor new material and provides ongoing evaluation of the library s 
d material and Its use. 
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.percentage .29 LEGISLATIVE, PROCESS 26 
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Xqxqs 6 national level , 27 
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COUNCIL (GAC) .LIBRARY SERVICES AND 
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HEAD LIBRARIAN , Tblying 28 

^^'^^ LOCAL LIBRARY 7 

HUMAN RELATIONS AND MARTIN PLAN 7 
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iiliiilii^ THE LANGUAGE OF; 

R^lriftiftiANs ^ ' . 

librananship has a language all Its c?,n. Understanding these 
^1? : '^P!inS0fT#^ will help trustee arid librarian to communicstei 

tf'^^T. .^^^y^^^' ^yy^^^'^''^ library and Its services to residents of an area served. In a 
;K I ; Wer^^^^^^^ th^blllty to reach sources of information through a library and jts 

j^'tcf^ijed Library SchodI - a cojlege or university offering a library education program 
frieeting stan^rds of the American Library Association and officially accredited by, a 
cpmirnitteeof ALA. Called "approved graduate library school" in the Pennsylvania law. 

S66R anj Material Selection - tlie process of deciding what to buy for the library. 
Selection is usiially based on a policy adopted by the library board, the goals and 
'Qbje^lves of the library, use of selection guides such as those prepared by the 
Arnerfcah Library Association, funds available and the skill of the library staff in 
rineeting local needs. • - 

Call Numbers - the catalog numbers of an jtem of ribrary material, used to mark the 
item, shelve it properly, list it in the card catalog or computer and find it for a patron. 

Cataloging - the process of assigning identification to, for exampie, a book so that it 
can be listed in a catalog and located oh a shelf for use by patrons. The Dewey Decimal 
and the Library of Congress are two systems for identifying materials. 

Certification - issued by the State Librarian to Qualified persons meeting requirements 
set down in the PENNSYLVANIA CODE. (Title 22: Chapter 133). Persons may be 
certified as professional librarian, provieional librarian or library assistant. 

Circulation - statistics showing use of the library by a count of materials checked out. 
Also department or area of the library which receives returned material and checks out 
materials to the user. 

Collection - a one-word term for the library's total hofdings, the books, films, tapds, 
, pictures, etc. which make up the materials the library has on hand for its users. A 
special collection refers to an area of specialization, for example, rare books, or local 
history or regional authors. 

Deposit Station - a public, Ribrary service point in £. comrrjunity^location such as a 
schooL factory or store where 9 small collection of materials is established and rotated. 

De wey Decimal System - a method of classifying libra?^ materials based on the use o! 
decimals and developed by Melvi'j Dewey. \ 

interlibrary Loan - originally, one library borrowing from another in order to ssa'e the 
user. Now, a system of interlibrary cooperation which allows libraries to put their users 
in touch with material they need no matter where it is in the many kinds of libraries in a 
state or nation. 
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.lilbrary^of Congress • the library In Washington. D.C. which serves t»^e^U.S. Congr^^^^^ 
. ^SerilBraraH-increasing forms cf service. LC does cataloging while books are hi 
fepuSon' ^rocess so that catalog c^rds^can be available as soon as the book Is 
Ipl^slb^ libraries. Many libraries are usinglhe UC catalog system in place of the 

mBr^^UasiBT of Library Science degree, taken as a fifth year of study beyond the 
;^elorLel.Usaally regarded asaminimumrequiremsntforaprofession^^^^^^^ 
ieSvania issues certificates of professional librarian under several criteria. See.^^ 
\#f|!^MNIA CODE. Title 22:133.4). - 
Ldia - in the library world, books and non-books. Often used to describe a library, 
such as a school media center. , < 

OOLC - the Ohio College Library Center. The computer network ^^""sylvania llbr^^^^^^^ 
^lolned for such services as cataloging, interlibrary loan and bibliographic 
rejferegce. . - . , 

PHEAA - Pennsylvania Higher Educational Assistance Agency. A state grant program 
paying 80% of the cost of summer workers in non-profit agencies. 
Processina - catoh-all term for preparing books and other materials to be made 
theSiy's users. Some materials are ordered pre-processed or ready for 
fhe shl.^P^^^^^^ include cataloging, preparation of cards, putting m book 

pockets and making protective covers. 

Resource Center - in Pennsylvania, one of four "bfaries designated as a regio^^^^^ 
^h^^sii^enter These libraries share their resources with other libraries In the 
stS gene^^^^^^^^^ quantities and many kinds of material. Each resource 

Rules and regs - shorthand terminology for rules and regulations issued 
A pproval of plans for the use by libraries of state funds In Pennsylvania. These ruiesare 
developed byjhe Governor's Advisory Council. 

Serials - publications that are issued regularly in sequence, such as magazines. 
.^Ss and newsletters. So-called because these publications carry serial numbers 
Indicating volume and issue. 

Shelf List - a kind of catalog or inventory of items as acquired by the library. This list 

may include the "holdings" of a branch library. 

Sh^lf Reading - literally the listing of items on the shelves in order. 

u4n cat^ - a listings of items. usual(y periodicals, but often films and books of a 

^]^Saries whk)h combine theifi lists in order to locate materials quickly. 

Verltcalfile- literally the upright off ice files used to hold pamphlets, brochures, articles, 
pictures and other items most easily organized by filing. 

weeding - throwing out, or otherwise disposing df books and other library materials no ' 
S^P-to-date or useful to the patruns of the library. Weed ng keeps a co tect^n 
current, makes way for new material and provides ongoing evaluation of the library s 
material and its use. 
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